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Coaep:xanue (pabovasi nporpamMmma)

Mecro aucuuruinasl B cTpyktype OI1

[Tnanupyemsble pe3yabTaThl 00yUeHUs 110 TUCLUIIMHE, 00eCIIeYHBAIOINE JOCTH)KEHUE
IUTAHUPYEMBIX PE3YJIbTaTOB O0YUYESHHS O IIPOrpamMmMme

O0BeM u BUIBI YIeOHOU PabOThI
Coneprkanue TUCIUILTAHBI
MarepuaabHO-TEXHHUYECKOE M YUeOHO-METOINYECKOE 00eCIICUeHUE TUCIIUTUTHHBI

®DOoH/T OIIEHOYHBIX CPEJICTB IO JUCIUILUINHE

Crp.



Lenpt0o u3ydeHHs OUCHMIUIMHBI  sBIeTCS  (OPMHUpPOBaHME pe3yIbTaTOB  OOyUYCHHMS,
o0ecneunBaroIuX JOCTHKEHNE TUIAHUPYEMBIX PE3yJIbTaTOB OCBOCHUS 00pa30BaTEIbHOM MPOTrpaMMBbl.

1. MecTo aucuuninnbl B cTpykrype OII

JucuuruinHa JlenoBble KOMMYHUKAIMK U JOKYMEHTOOOOPOT BXOAMT B 00s3aTENIbHYIO 4acTb
osioka b1./lucuuninnsl (Moaynu)

[IpenmecTByromue IUCHUIUIMHBI 110 CBS3SM KOMIIETEHUUN: Pycckuil s3bIK M KyJlbTypa peuw,
HHuocTpaHHbIi 361K, PUTOpHKA U CTUIMCTHKA IMCBMEHHOM peur, PyCCKHii 31K KaK HHOCTPaHHBIN

2. [liianupyemMble pe3y/bTaThl 00y4eHHs MO JMCHMUILINHE, 00ecneuYnBalolIue JOCTHKEHH e
IUIAHNPYEMBbIX Pe3yJIbTATOB 00yUYeHHs 10 MporpaMmme

W3yyenne aucuuruiMHbel J[eoBble KOMMYHHMKAIMU M JOKYMEHTOOOOPOT B 00pa3oBaTelbHON
porpaMMe HarpaBJIeHO Ha (OPMHUPOBAHUE Y O0YUAIOIIUXCS CIEAYIONIMX KOMITETCHIINNA:
YuuBepcanabuble komnerennun (YK):
VYK-4 - Cioco0GeH OCyIIeCTBIATh ATI0BYI0 KOMMYHHKAIIMIO B YCTHON M MUCBMEHHOM (popmax Ha
roCyIapcTBEHHOM si3bike Poccuiickoii denepannu 1 ”HOCTpaHHOM(BIX) SI3bIKE(aX)
IInanupyemsle |Ilnanupyembie pe3yJbTaThl 00yUeHHs 10 TUCHHUIITIHHE

pe3yJIbTaThl

00y4eHus 1o

IIpOrpaMMme

YK-4 VK-4.1: 3HaTh: VK-4.2: YMeTb: VYK-4.3: Branerb (MMeTh

HABBIKH):

TEOPETUYECKUE OCHOBBI  |CTPOUTH JEIOBYIO HaBbIKaMH IIOCTPOEHUS
JI€II0BOM KOMMYHHUKAIMU B|KOMMYHHUKAIIMIO B YCTHOW [1€7T0BOM KOMMYHMKALIUH B
YCTHOW U NMHUCbMEHHOU U MMCbMEHHOM (opMax Ha |yCTHOW M MUCbMEHHOMN
¢dbopmax Ha roCy/IapCTBEHHOM SI3bIKE  |(pOpMax Ha roCyJapCTBEHHOM

rocynapctBeHHOM sA3bike  |Poccuiickoit denepanuu u [sa3b1ke Poccuiickoin
Poccuiickoit @eaepanuu v [MHOCTpaHHOM (bIX) si3bIKax |Denepanuy 1 UHOCTPaAaHHOM
MHOCTPAHHOM (BIX) sa3bIKe(ax

SI3BIKAX

3. O0beM U BUABI y4eOHOiT padoThI
VY4eOHbIM MJIaHOM MPEyCMaTPUBAIOTCS CIEAYIOIINE BUABI YUeOHOH paboThl MO AUCIUIIUHE:
Ounas ¢popma 00yueHust

Buasl yueoHoii pa6oThl Beero wac/ 3.c.
Cem 4
KoHTakTHas paboTa, B TOM YHCIIEC: 36.15/1
3aHgaTHS JIEKIIUOHHOIO TUIA 18/0.5
3aHATHSI CEMUHAPCKOrO TUIA 18/0.5
WunuBuayanpHas koHTakTHas padota (MKP) 0.15/0
CamocTosTenpHas padbora: 53.85/1.5
IIpomexyTouHas aTTecTanusl 18/0.5
Bua npomexyTo4HON arTecTanyu:
3auer 3au
OO6mmas Tpya0eMKOCTh (00BEM YacTh 00pa30BaTEIIHHOM
nporpammsl): Yacsl 108
3a4eTHbIE €MUHUIIB 3

4. Copep:kanue JUCHUNIHHBI

4.1. Pa3zoenvt, memvl OUCUUNTIUHDBL U 6UObL 3AHAMUIL:
Temarnueckuil TJIaH AUCHUTUTHHBI J[eJT0BbIe KOMMYHHKAITMH U JIOKYMEHTOO00POT IPE/ICTABICH
B Ta0IIHIIC.




Pa3nenbl, TeMbl JMCUMILUIMHBI M BUJAbI 3aHATHI
Ounas popma o0yueHust

KonTakTHasi padora = Iliianupyembie
3ansTus g Pe3yJabTaThbI
CEMHHApPCKOro é « Oﬁyqeﬂﬂﬂ B
No HaumeHnoBaHue TeMbI = LLLL a a E | coornomenun ¢
/T (pa3aesia) AMCUMILTAHBI g 5w = =< e ‘S pe3yjabTaTamMu
) = = = o o
= g5 S 00yuenus no
g ; ] o0pa3oBaTe/ibLHOI
= © nporpamme
1 Pazpgen 1. JlenoBeie 16 16 40 VK-4.1, YK-4.2, YK
KOMMYHHKAIUU -4.3
2. |Paznen 2. JlokymMeHTOOOOpOT 2 2 13,85 ?;%4'1’ YK-4.2, VK
Kontposnb 18
Hroro 18 | 18 [ 0.15 | [53.85

4.2.1 KontakTHas padora

4.2 Cooepircanue pazoenoe u mem

TemaTuka 3aHATHI JEeKIIMOHHOT0 THIIA

HanmeHoBaHHe TeMbI Buna 3ansarus
Neni/m TemaTuka 3aHATHA JTEKUMOHHOI'0 THIIA
%
(pa3aesia) AMCHUILIMHBI | JIEKIIMOHHOI0 THIIA
1. |Pasmen 1. [IenoBnie Jlexums 1 Coneprxkanue J1eI0BOM KOMMYHHKAIIUN
KOMMYHUKAaIMU @OopMBI YCTHOTO JETIOBOTO OOIIECHUS:
Jlexmus 2
COBEIIIaHNE
Jlexuus 3 JlenoBble eperoBopsl
Jlexnus 4 YnpasieHue KOHQIUKTOM
2. Jlexuus 5 MaHunynsuuu B 1€10BOM KOMMYHUKAIUU
Paznen 2. Texwis 6 HesepbanbHoe obmienue. XKecTsl, MUMHUKA,
JloxymMeHTOOOO0pOT. 1 B3TJISIBI
Nmuk 1e10BOT0O YEIOBEKa : CITYKEOHBIH
Jlekuusa 7
U OM3HEC STUKET
AHanu3 coaep:kanus paboT COMCKaTEs.
Jlexmus 8
MertanporpaMmsbl
Texms 9 DNEKTpOHHAS JIeTTOBbIE KOMMYHHKAITUH.
DNEKTPOHHBIN JTOKYMEHTOOOOPOT.

*JIeKIMU 1 UHBIE YU4eOHbIE 3aHTHS, IPEAyCMaTPUBaIOIINE IPEUMYLIECTBEHHYIO Nlepeaady yueOHoi uadopmanun
MeAarori4eckKuMy pabOTHUKAMU OpPTaHM3alWU U (WIIK) JIMIAMH, TTPUBIEKaEMbIMHA OPTaHU3AINEN K pear3aliu
O6pa3OBaT€J'H:HI>IX nporpaMm Ha MHBIX YCJIOBUSIX, 06y‘-[aI-OH_II/IMC}I
TemaTnKka 3aHATHH CEMHHAPCKOI0 THIIA

HauMeHoBaHue TeMbI

Bua zanarus

TemaTuka 3aHATHSA CEMUHAPCKOI0

Neni/n *%
(pa3aesia) IMCUMILUIMHBI | CEMHHAPCKOIr0 THIA THIIA
1. Paznen 1. JlenoBsie npaktuyeckoe 3aniatue |CoaepxaHue 1eI0BOM KOMMYHUKAIUU
KOMMYHHUKAITHH ®opMBI YCTHOTO JIETIOBOTO OOIICHHUSI:
MPAKTUYECKOE 3aHSATUE
COBEIIIaHNE
MpakTHIecKoe 3ausatue |JlemoBsie meperoBopel
MIPAKTUYECKOE 3aHATHE |YTpaBieHne KOH(OINKTOM
2. Manunynsauuu B 1€10BOU
MPAKTHYECKOE 3aHATHE
Paznen 2. KOMMYHUKaIUH
J1oKkyMeHTOO0O0POT. HesepbansHoe obmieHue. XKecTsl,

IMPAKTUYCCKOC 3aHATHUC

MHMUKA, B3I bl

MPAKTUYCCKOC 3aHATUC

NMupK 1E10BOTO YeIoBeKa : CIy:KeOHBIN
¥ OM3HEC DTHKET




AHanu3 coaepkaHusi paboT COMCKATEIIS.
MeTtanporpaMmbl

DNEKTpOHHAs J1eT0BbIe KOMMYHUKAIUU.
DJIEKTPOHHBIN TOKYMEHTOOOOPOT.

IMPAKTUYCCKOC 3aHATHUC

IIPAKTUYCCKOC 3aHATHUC

*x CCMHUHAPBbI, TMPAKTUYCCKUC 3aHATHUA, MPAKTUKYMBI, J'IaGOpaTOpHI)IG pa6OTBI, KOJIJIOKBUYMbBI W HHBIC
AHAJIOTUYHBIC 3aHATUA
Nuas koHTaKTHas padora

[Tpu nposenennn yueOHbIX 3ausATHH CI' DY obecneunBaeT pa3BuUTHE y 00YYaIOLINXCSl HABBIKOB
KOMaHJHONH paboThl, MEKIMYHOCTHOM KOMMYHUKAIUM, NPUHATHUA PEIIEHUH, JIMACPCKUX KauecTB
(BKJIIOUAs TIPU HEOOXOJMMOCTH MTPOBEACHNE HHTEPAKTUBHBIX JIGKLIUH, TPYIIIOBBIX AUCKYCCUH, POJIEBBIX
UT'p, TPEHUHI'OB, AHAJIM3 CUTYalluil 1 UIMUTALMOHHBIX MOJEIIeH, IpernoAaBaHue IUCHUILIMH (MOIysel) B
dopMe KypcoB, COCTAaBICHHBIX Ha OCHOBE pe3yJbTaTOB HAYYHBIX HCCIICAOBAHUM, MPOBOJUMBIX
OpraHu3alyeil, B TOM YHUCIIe ¢ yYETOM PErHOHaIbHBIX 0COOEHHOCTEH PO ecCHOHATBHON AEATEIbHOCTH
BBIIIYCKHUKOB U IIOTpeOHOCTEN paboToaarenei).

@opMbl U METO/bI IPOBEACHUS HMHOM KOHTAaKTHOM paboThl NpHBeIeHbl B MeToauuecKux
yKa3aHHIX TI0 OCHOBHOM MpodeccHoHaIbHOM 00pa30BaTeIbHOM MPOrpamMme.

4.2.2 CamocTosiTeJibHasi padoTa

Neni/n | HamMeHnoBaHue Tembl (pa3aena) nMcHuIUIMEbl | Buja camocTosiTesibHOI padoThl ***

Pasnen 1. JlenoBbie KoOMMyHUKanuu - IOJIrOTOBKA JIOKJIa/1a
1. - IOJrOTOBKA 3JIEKTPOHHOM IPE3EHTalU!
- TECTUPDOBAHUE

Paznen 2. JlokyMeHTOOOOPOT. - IOATOTOBKA JI0KJIA/1a
2. - IOATOTOBKA IEKTPOHHON MTPE3eHTaluU
- TECTUPOBAHUE

*** camocTosTenbHas paboTa B CeMECTpe, HalMCaHHe KypCOBBIX paboT, AOKIAI0B, BBHIIOIHEHHE KOHTPOIBHBIX
pabot

5. MaTepuajibHO-TeXHUYECKOE U YUeOHO-MeToIu4YecKoe obecneyeHne JUCIUIIHHbI

5.1 JIuteparypa:

OcHoBHas JIUTEepaTypa

1. CnuBak, B. A. JlenoBble KOMMyHHMKalMU. TeopHs M IpakTUKa : y4eOHUK JUIs By30B / B. A.
CrmBak. — Mocksa : M3natensctBo FOpaiit, 2024. — 460 c. — (Bricmee o6pa3oBanme). — ISBN 978-
5-534-15321-7. — Texkcr : snexTpoHHbIN // Obpa3oBarenbHas 1uatdopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/536170

JlomoJIHuTeIbHAS JIUTEpaTypa

1. KepnakoBa, M. b. JleqoBeie KOMMYHUKAIMK : y4eOHUK U MPAKTHUKyM sl By30B / M. b.
XKepnakona, 1. A. PymsuneBa. — 2-e uzn., nepepa0. u gon. — Mocksa : M3narensctBo IOpaiit, 2024.
— 319 c¢. — (Bricmiee obOpazoBanme). — ISBN 978-5-534-16604-0. — Tekct : 31MeKTpOHHBIH //
OopazoBarenbHas miargopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/535858

JInteparypa Uil CaMOCTOSATEJIBLHOI0 H3yYeHUSI
1.

5.2. [lepeyeHb JUIEH3HOHHOTO MPOTPAMMHOI0 00ecneyeHust
1. Astra Linux Special Edition «Cmonenck», «Opem»; PenOC
2. MoitOduc Crangaptasiii 2, MoitOduc O6pazoanue, P7-Oduc [IpodheccrnonanbHbii

5.3 CoBpeMeHHbIE MPO(heccHOHATIbHBbIE 0a3bl JaHHBIX, K KOTOPbIM 00ecneYnBaeTcsi 10CTYI
00yYarIuXCcs

1. TIlIpodeccuonanpHas ©6a3za gaHHbIX «MHDOpMaMOHHBIE cHUCTEeMbl MUHHUCTEPCTBA
sKOHOMHUEecKoro paszButusi Poccuiickoit ®enepaunu B cetu Hurepuer» (Ilopran «Odurnmanshas
Poccus» - http://www.gov.ru/)

2. TocynmapcTBeHHast cucteMa MpaBoBoil uH(popmanuu «OQuUIHATBEHBI HHTEPHET-TIOpPTAI
npaBoBoii uHpopmanuu» (http://pravo.gov.ru/)



3. IIpodeccuonanbras 6a3a maHHBIX «DHUHAHCOBO-DKOHOMHYECKHE TOKaszatenu Poccuiickoi
®enepaunny (Opunmansubiii cailt Munucrepersa punancos PO - https://www.minfin.ru/ru/)

4. TIpodeccrmonanbHas 06a3a gaHHbIX «OdunmanbHas cratuctukay (OdUIUATBHBIA CalT
denepanbHOi Cy)O0bl FrOCYIapCTBEHHOM cTaTucTuky - http://www.gks.ru/

5.4. HNH(pOpMaLMOHHO-CIIPABOYHbIE CHCTEMbl, K KOTOPbIM o0ecrme4yMBaeTcsi J0CTYI
0o0y4Jaromuxcs

1. CrpaBouHo-1ipaBoBast cucreMa «Koncynprant Ilnrocy

2. CnpaBouHo-nipaBoBas cucrema «I"”APAHT-Makcumym»

5.5. CnenuajbHbIe IOMEIEHHS

VY4eOHble ayAUTOPUH [T IPOBEACHUS KommuiekTsl yueHHuecKoi Mebenu
3aHATHUM JICKIMOHHOTO THIIA MynpTUMEAMHHBIN TPOEKTOP
Hocka

DKpaH

Y4eOHble ayAUTOPUU IS TPOBEICHUS KomriekTsl yueHndeckoii Mmebenu

PAKTUYECKUX 3aHATUHN (3aHATHH MynbTUMEAMIHBIA IPOEKTOP

CEMHHAPCKOT0 THUIIA) JHocka

OKpaH

Kommnsroreps ¢ Bbixos1oM B ceTh «MHTEpHET» M1 DMOC
CIoy

VYyeOHble ayAUTOPUH [T TPYIIIIOBBIX U KommuiekTsl yueHHnueckoi Medenu

VHJVBHTYAJIbHBIX KOHCYJIBTALMN MynbTUMEAMIHBIA TIPOEKTOP

Jlocka

OKpaH

Kommbrorepsl ¢ BeixonoM B cetb «MHTepHET 1 ONOC
CIoy

VY4eOHble ayIUTOPUH VIS TEKYIIETO KommuiekTsl yueHHueckoi Medenu

KOHTPOJIS U TPOMEKYTOYHON aTTECTaluU MynbTUMEANITHBIA TIPOEKTOP

JHocka

OKpaH

Komnbrotepsl ¢ BeixonoM B ceTb «MHTepHET™ N1 ONOC
CIoy

[Tomerenus 1yist camocTosATeNbHOM padoThl  |KOMITIEKTHI yueHUYeCKor MeOenn

MynbTUMEAUITHBINA IPOEKTOP

Hocka

OkpaH

Kommnsrorepsl ¢ BeixosioM B ceth «MHTEpHET» M1 DMOC
CI'oy

[Tomerenus 1y1st XpaHEHUS U KomrmiekTsl criennanu3upoBaHHON MeOen st
PO UTAKTUIECKOTO 00CTYKUBAHUS XpaHeHus: 000pyIOBaHUs
000pyTIOBaHUS

5.6 JlabopaTopuu u J1abopaTopHoe 000pyT10BaAHHE

6. (I)OHI[ OILICHOYHbIX Cpeacre mo AUCHHUIIJIMHE I[e.nom)le KOMMYHHKaIUH Hu
JOKYMEHTO0000pOT:

6.1. KoHTpo/IbHbIe MEPONPUSITHS 110 TUCIUTIMHE

DopMa KOHTPOJIS OTmeTuThH
HY’KHOE
Bua xonTpoJs
3HAKOM
«+»
Tekymuii KOHTPOJIb O1eHKa JOKJIaI0B +
Y CTHBIN/MIMCEMEHHBIA 0NPOC +




TectupoBanue +
[IpakTnueckue 3amaun +
OreHKa KOHTPOJIBHBIX padoT (/17151 3204HOM +
dhopmbl 00yUeHUS)
ITpoMeKyTOUHBIN KOHTPOJIb  |3adeT +
Ilopsinok mnpoBegeHMsT MepPONPUATHH TeKyWIero M MPOMEXKYTOYHOIO KOHTPOJISI

onpenaeasierca MeTogu4ecKUMHM YKa3aHUSIMHU 110 OCHOBHO# npogeccuoHAJIbHOM 00pa3oBaTeIbLHOM
nporpaMmMe Bbicuiero oopasoBanusi; IlosioxkeHuem o0 0a/ILHO-PETHHIOBOH CHCTeMe OLEHKH
ycneBaeMOCTH OO0Y4YalOUIMXCH MO0 OCHOBHBIM 00pa3oBaTebHBIM NPOrpaMMaM BbICIIETr0
o0pa3oBaHus nporpaMmMaM 0OakajiaBpuara, NporpaMMaM CHeNHMAJIUTeTa, MporpamMMam
MArucTpaTrypbl B (pegepajbHOM rocyJapcTBEHHOM ABTOHOMHOM 00pa30BaTeIbHOM YUpe:KIeHUU
BbICIIEro 00pa3oBaHus «CaMapcKuii rocy1apCTBeHHbIH SIKOHOMHYECKUI YHUBEPCUTET.

6.2. HJIaHI/IpyeMbIe pe3yJbTaThbl Oﬁy‘leHHﬂ o AMCIMIIJINHE, oﬁecne'mBalomne JOCTHIKCHUEC

IUIAHMPYEMBbIX Pe3yJIbTaTOB 00y4eHHsl 110 IPorpaMmmMe
Yuuepcanbubie komnereHuun (YK):

VYK-4 - Cnoco0eH 0oCyIIecTBIATh AEJI0BYI0 KOMMYHMKAIIMIO B YCTHOM M MUCbMEHHOM popmax Ha

rocy1apcTBEHHOM si3blke Poccuiickoit denepanuu 1 MHOCTpaHHOM(bIX) si3bIKe(ax)

[Tnanupyemeie |ILnanupyemsblie pe3yJbTaThl 00y4eHHs MO0 JUCHHUIINHE

pe3yabTaThl

o0OyueHus 1o

porpamme
VK-4.1: 3HaTh: VK-4.2: YMeTb: VYK-4.3: Bragerb (MMeTh

HABBIKH):

TEOPETUYECKUE OCHOBBI  |CTPOUTH JIEJIOBYIO HAaBBIKAMM IIOCTPOCHUS
JIEJI0BOM KOMMYHUKAUU B|KOMMYHHUKALIUIO B YCTHOU [1€710BOM KOMMYHHMKALIUH B
YCTHOM ¥ MMCBbMEHHOMN Y IUCbMEHHOM (hopMax Ha |yCTHOW U MUCHbMEHHOMU
¢dbopmax Ha roCyJapCTBEHHOM s3blke  [popmax Ha
rocyfapcTBeHHOM s3bike  |Poccuiickoit @enepanuu U [roCy1apCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu u|uHOCTpaHHOM (BIX) s3bIKax [Poccuiickoit denepannu u
MHOCTPAaHHOM (BIX) MHOCTPAHHOM $I3bIKe(ax
S3BIKAX

[Toporossrit 3HaTh OCHOBHbIE YMeTb TOUHO NPUMEHATh  |BiageTs cTangapTHEIMU

IIPUHLIMIIBI TOCTPOEHUS
COBPEMEHHOM JEI0BOM
KOMMYHMKAIMU B YCTHOU
U TUChbMEHHOH (opMax Ha
roCy1apCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu u
MHOCTPAHHOM (BIX)
SI3BIKAX

Ha MPaKTUKE OTAEIbHBIC
MIPUEMBI U METO/IbI
IIOCTPOEHUS J1€JIOBOU
KOMMYHHKAIMU B YCTHOM
U MMCbMEHHOH (opmMax Ha
rOCy/1apCTBEHHOM SI3bIKE
Poccutickoit denepanuu u
MHOCTPAaHHOM (BIX) SI3bIKaX

HaBbIKaMH ITIOCTPOEHUS
JIeJI0BOM KOMMYHHUKAIUHU B
YCTHOM U MMCBMEHHOMN
¢dbopmax Ha
rOCy1apCTBEHHOM SI3bIKE
Poccniickoit ®enepannn n
WHOCTPAHHOM SI3bIKe(axX)

CrannapTHbIi (B
IIOIIOJIHEHNE K

3HaTh KOMIIJIEKC
MIPUHITATIOB TTOCTPOCHUS

YMeTb rpaMOTHO
IIPUMEHSATH HA NIPAKTHKE

OBJ'IaI[eBaTL COBpPCMCHHBIMHA
HaBbBIKaMHU IMOCTPOCHUSA

IIOPOTOBOMY) COBPEMEHHOM J1€I0BOI BECh KOMILUIEKC IPUEMOB U |A€JI0BOM KOMMYHUKAIIMH B
KOMMYHHUKAIlMU B YCTHOW |METOJIOB TOCTPOEHUS YCTHOW M MHCbMEHHOU
Y TUCBhMEHHOH (hopMax Ha |[1eT0BOIl KOMMYHUKAIIUU B |[opMax Ha
rOCy/IapCTBEHHOM SI3bIKE |YCTHON U MHUCbMEHHOMN rOCy/1apCTBEHHOM SI3bIKE
Poccuiickoit @eneparuu u ([popmax Ha Poccuiickoit ®eneparuu u
WHOCTPAHHOM (BIX) rOCyJapCTBEHHOM SI3bIKE  [MHOCTPaHHOM sI3bIKe(ax)
SI3BIKAX Poccuiickoit denepanuu u

WHOCTPAHHOM (BIX) SI3bIKaX
[ToBbitieHHBIN  |3HATH MAKET YMeTb NpUMEHSTh Ha OBnageBarh CrielUATIbHBIM

(B TOTIOJTHEHHE K

IPOrPaMMHOTO
oOecrieueHus B

HPaKTHKE
uH(OpPMAIOHHbIE

MaKeTOM MPOrpamm JUIst
WCTIOJIb30BAHUN HABBIKOB




MOPOTOBOMY,
CTaHJAPTHOMY)

pUMEHEHUH HanboJee
BaYKHBIX IIPUHLIUIIOB
IIOCTPOEHHUsI COBPEMEHHOMU
JIeJIOBOM KOMMYHHKAIIUU B
YCTHOM U MHCbMEHHOM
dhopmax Ha
roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit ®eneparuu u
WHOCTPAHHOM (bIX)

TEXHOJIOTHH TTOCTPOCHUS
JI€JI0BOM KOMMYHHKAIIUH B
YCTHOW U MUCbMEHHOMN
dbopmax Ha
TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
MHOCTPAHHOM (bIX) sI3bIKaX

MOCTPOEHUS IEJIOBOU
KOMMYHMKAIUU B YCTHOU 1
MUCHbMEHHON (hopMmax Ha
rOCyZIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
MHOCTPAHHOM sI3bIKe(ax)

A3BIKaX

6.3. IlacopT OLIEHOYHBIX MATEPHAJIOB

Ne HaunmMmeHoBaHHe TeMbI Koutpoanpyemsbie Bua xkoHTpoOJIsI/HCTI0/Ib3YyeMble
n/n | (pa3aesia) IMCUUIJIMHBI IUVIAHMpYeMble OLIEHOYHbIE CPe/ICTBA
pe3yabTaThbl 00y4eHust
B COOTHOIIEHHH C
pe3yJbTaTaMu Texymmit IIpoMexxyTOYHBII
00y4eHus MO
nporpamMmme
1. Pazpgen 1. JlenoBeie VK-4.1, YK-4.2, YK-4.3 |OueHka 10KjaI0B 3a4eTr
KOMMYHUKAIUU U TIpe3eHTaIui
TECTUPOBAHUE,
BBIIOJIHCHHE
MPAKTUYECKUX
3aJaHui
2. Pazgen 2. VK-4.1, YK-4.2, YK-4.3 |Ouenka qokiamoB 3a4eT
JIoKyMeHTOO0O0POT. ¥ IPE3CHTAlHI
TECTUPOBAHUE,
BBITOJIHCHHE
MPAKTUYECKUX
3aJaHuN

6.4.0neH0YHbIC MATEPHAJIBI VI TEKYIEr0 KOHTPOJIS
https://Ims2.sseu.ru/course/index.php?categoryid=2101

IIpumepHasi TeMaTHKA 10KJIA10B

Pa3gen aucuuniInHbI

Tembl

Pazpgen 1. Jlenoseie
KOMMYHUKAITIH

1. UckyccTBO 00IIeHUS: TIOJATOTOBKA U IPOBEJICHUE JIETOBBIX Oecel.

2. CymHocCTb ¥ BUJIBI Oece: emoBasi, KaapoBasi, TUCITUTTHHAPHAS,
OpraHu3aloHHbIe Oecebl, 6ece/Ibl C TOCETUTEISIMH.

3. Mertoapl BeJIeHUs TIEPEroBOPOB, 0A30BBIE AJIEMEHTHI, 00HEKTUBHBIC
KPUTEPHUH OLICHKU IIPOBEICHUS IEPETOBOPOB M BOZMOKHBIE
B3aMMOBBITO/IHbIE BAPHAHTHI.

4. Ananu3 1enoBoi peun (codecenoBanue, pe3roMe, IeI0BbIe IEPETOBOPHI) C
TOYKH 3PEHUS PUTYAIBHBIX MEXaHU3MOB PEUH.

5. Ananu3 nenoBoii peun (coGeceoBaHuE, pe3lOMe, EI0BbIE IEPETOBOPHI) €
TOYKH 3pEHUS IPOBOKALMOHHBIX MEXAaHU3MOB PEYH.

6. [IpaBuia mpoBeIeHHS IETOBOTO pa3roBopa 1o tenedony.

7. Omuoku B Tene(OHHBIX epEroBopax.

8. OTuyeckue 0coOEHHOCTH MPOBEEHUS TeNe(OHHBIX IEPETOBOPOB.

9. JlenoBoe MUCHbMO Kak 3PPEeKTHUBHBII HHCTPYMEHT OpraHU3aluy 1
MOJEP>KaHUS IETTOBBIX KOHTAKTOB.

10. MeTtoauueckue peKOMEHAANU 10 0(hOPMIICHHUIO I€JI0BOTO NMHUChMa B
COOTBETCTBUH C HOPMAaTUBHO-METOANYECKOM 0a301 Je0NpOn3BOICTBA.

11. ®yHKIMHU U POJIb KIIFOYEBBIX CIIOB B MUCHME. SI3bIKOBBIC U3JIHILECTBA.
12.TpeboBaHmMs K SA3BIKY U CTUIIIO JIEJIOBOTO MHUCHhMA.




13.9TuKeT Aen0BOro Nuchma.

14. IlpaBuna yoexaeHusi. OcCOOCHHOCTH TPUMEHEHUS

15. Ily6nuunas peus. [IpaBuiia mocTpoeHUs U IPUMEHEHUS

16. CpencTBa BO3eHCTBUA HA Ay IUTOPHIO.

17. YBepeHHOCTh B ceOe mpu MyOJIMYHOM BEICTYIUICHHH. [Icuxonornaeckue
MIPUEMBbI PETYJISIUU SMOIMOHATILHOTO COCTOSHUS MTPH IMTyOJIUYHBIX
BBICTYIJICHUSIX.

18.KoH(bAMKTHI B JIEIOBBIX OTHOIICHUSX, UX MPUUYUHBI U PA3HOBUIHOCTH.
19. OcHoBHbIe Moienu KOH(DIUKTOB. CrIOCOOBI pa3penieHnss KOH(QIMKTOB.
JuHamuka KOH(IUKTA.

20. O6bekTuBHAs U CYOBEKTUBHAS COCTABIISAIONINE KOH(IUKTOB.
21.Cnenuduxa GopMupoBaHUs UMUIKA PUPMBIL.

22.0OcHOBHBIE CITOCOOBI (POPMHUPOBAHUS UMHUKA (DUPMBI (OPTaHU3ALINHN).
23. OCHOBHBIE cllaraéMble UMHJIKa JIEJI0BOTO YEJI0OBEKA.

24 Jletin Kapneru. [1sTh OCHOBHBIX IPUHIIMIIOB OOPAIIEHHUS C JTFOIbMH.
25.KopriopatuBHbI€ MPa3aHUKU — KaK (popMa eAMHEHUSI COTPYAHUKOB.
26.CylHOCTh U COAepKAHKUE STUKU JEIOBOTO OOIIEHUS

27. IlpuHUHKIIBI 3TUYECKON apryMeHTalluu B OU3Hece

28. OtuketHble (HOpMyITBI IPUBETCTBUS, OOpaIlleHUs B EIOBOM OOIIEHUU
29. HckyccTBO KOMIUIMMEHTA B 1€JI0BOM OOLIEHUH: OCOOEHHOCTH, IPUMEPBI
30. ®opmyIbl peyeBOro TUKETa B Pa3IMUHBIX KYJIbTypax.

Pazgen 2.
JloxymMeHTOOOO0pOT.

1. Ilenu u3ydeHus u 3a1a4u Kypca JeJIONpPOU3BOJICTBA, ONIpeIeIeHUue
JIeTIONPOU3BOJICTBA. POJIb TOKYMEHTAIIMOHHOTO 00€CTICUeHUS B
yIpaBJICHUM.

2. Kpatkas xapakTepucTHKa MPUKA3HOTO, KOJUIEKCKOTO U
UCIIOJIHUTENIHOTO JAEJIONpon3BoAcTBa B Poccuu.

3. HopmaruBHO-IpaBOBOE 0OecTieueHNE AeSITETPHOCTH CITYKO
JIeNIOTIPOU3BOICTBA, CTPYKTYpa U COJIEpKaHUE MHCTPYKLIUH 110
JIeJTOTIPOU3BOICTBY Ha MPEATIPUSATHH.

4. Tlonstue «I0KyMeHT», ero ¢pyHkuus. Kiaccuduxanns 10KyMEHTOB 110

OCHOBHBIM IPU3HAKAM

[Tonsitne «pexBu3uT». [locTOSIHHBIE U TIEpEeMEHHbIE PEKBU3HTHI.

6. XapakTepHCcTHKa pEeKBH3HTOB 3ar0JIOBOYHON YaCTH JOKYMEHTa, HX
nepeveHb ¥ TpeOoBaHus K 0pOPMIICHHIO.

7. XapaKTepHCTHKa PEKBH3HTOB COAEPIKATEILHON YaCTH TOKYMEHTA, UX
nepeveHs U TpeboBaHus K opopmieHuo. 8. XapakTepucTuka
PEKBU3UTOB OPOPMIISIONICH YaCTH JOKYMEHTa, HX TIepeUeHb H
TpeGoBaHus K 0hOpMIICHHUIO.

8. bnank moxymeHTa, BUIBI OJTaHKOB OPTaHU3AI[IOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB. TpeboBaHus K 6JaHKaM, pa3Mepsl NoJei GJIaHKOB.

9. OpraHu3zanMoHHBIE TOKYMEHTHI, UX Ha3Ha4YeHUe U posib. OCHOBHBIE
BUJIBI M OOLIHME TPpaBUiIa OPOPMIICHHS.

10. OOmias xapakTepucTHKa JOHKHOCTHOM HHCTpYKUuuU. OnpeneneHue,
CTPYKTYpa COJCPKaHUS, TIOPSIOK 0(hOPMIICHHUSI 1 OCHOBHBIE PEKBU3HTHI
JIOKYMEHTA.

11. IIrTaTHoe pacniucanue. OO0IIas XapaKTEePUCTUKA JOKYMEHTa; opMma
UCTIOJIHEHUS, CTPYKTYpa COJIEpKaHUs, TOPSII0K OGOPMIIEHUS U
PEKBU3UTHI JIOKYMEHTA.

12. PacnopsautenbHble TOKYMEHTBI, X Ha3HAYCHUE U POJIb B YIIPABJICHUH.
OCHOBHBIE BU/IbI pacIIOPSIUTENbHBIX JOKYMEHTOB U 00IIME IIpaBUIIa
odopMIIeHHS

13. Tlpukas mo ocHOBHOM JesTeabHOCTH. CTPYKTYypa TeKCTa MpUKasa,
HOPSIOK €ro pa3paboTKU U MpaBuiia 0(h)OPMIICHUS! PEKBU3HUTOB.
Brinucka u3 npukasa.

14. Pacnopspxenne. CTpyKTypa TEKCTa, IpaBuiIa 0pOpPMIICHHS PEKBU3UTOB.

o




15. Vkazanue. O0mas xapakTepuCcTHKa TOKYMEHTa, CTPYKTypa €ro TeKCTa,
HOPSI0K U OCOOEHHOCTH O(hOPMIIEHHUS], PEKBU3UTHI YKa3aHMUSL.

16. MudopmannoHHO-CIIPaBOYHBIE JOKYMEHTHI, UX Ha3HAUCHHE U POJIb B
ynpasieHun. [lepedeHb OCHOBHBIX BUJIOB HH(POPMALMOHHO-CIIPABOYHBIX
NOoKyMeHTOB. O0mue TpeboBaHus K 0(POPMIICHHIO.

17. Axr. O6mas xapakTepucTUKa J0KyMEHTa, CTPYKTypa TEKCTa, OPsII0K
pa3paboTku U 0hopMIICHHS PEKBU3UTOB aKTa

18. Ilporokosa. O6mas XxapakTepucTUKa IPOTOKOJIA, CTPYKTypa TEKCTa,
HOPSI0K Pa3paboTKH U 0POPMIIEHHS PEKBU3UTOB IPOTOKOJIA.

19. JloxmagHast, oObsicHATENbHAS 3anKcka. OOmas XxapakTepucTHKa
JIOKYMEHTOB, ITOPAJ0K 0POPMIICHHSI pEKBU3UTOB CIIY>KEOHBIX 3aIIUCOK.

20. Cmpaska. Buasl cipaBok O01mas XxapakTepUCTHKA IOKYMEHTA,
PEKBU3UTHI CIIPABOK, 0COOEHHOCTH 0(hOPMIICHUS.

21. Cnyxebnoe nucbmo. Bune mucem. CTpykTypa, Hopsaok opopmiieHus,
TpeOOBaHUS K MMCbMY, PEKBU3UTHI IMUChMA.

22. Tenerpamma u tenedoHorpamma. O0mas xapakTepucTUKa JOKyMEHTOB,
HopsiI0K 0hOpMIIEHUST PEKBU3UTOB

23. JIOKyMEeHTHI 10 JUYHOMY cocTaBy. [lepedeHb JOKyMEHTOB.
Oco0eHHOCTH 3THUX JOKYMEHTOB

24. OdopmiieHne KapoOBbIX MPUKA30B, BBIIMCKA U3 IPUKA3a

25. OdopmieHue 3asBieHus, aBToOMorpaduu, XapakTepuCTUKH, PEIIOME.

26. TpynoBas kHIKKa. [IpaBuiia ohopMIIeHUS TPYJOBBIX KHAKEK.

27. HomenknaTypa Jie1 Ha MpeanpusTiuu, GopMupoBaHue u opopMiIeHHe
Jen

28. IloaroroBka JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

29. Opraau3aius ¥ 0COOEHHOCTH TPUEMA TTOCETUTEIICH PYKOBOIUTEIIEM.

30. IMopsaok paboThl ¢ MUCbMEHHBIMHU OOpaIEHUSIMH I'PaXK/IaH.

31. TloaroToBka M 0OCITYy>)KHBaHHE COBEIIAHU.

32. J1okyMeHT0000pOT. OCHOBHBIE ATaIlbl JOKYMEHTOO00pOTa. TeXHOIOr s
paboTHI ¢ BXOASIIUMH JOKYMEHTAMH.

33. TexHonorust 06pabOTKH BHYTPEHHUX U UCXOJSALINX TOKYMEHTOB.

34. PCFI/ICTpaIII/Ifl JOKYMCHTOB Y KOHTPOJIb UCITOJITHCHUS TOKYMCHTOB

Bonpocskl 1J1s1 yCTHOT0/1m

HCbMEHHOT0 0npoca

Pa3aesa nucuunanHbI

Bonpocsl

Pazpgen 1. JlenoBeie
KOMMYHUKAITIH

1. UckyccTBO 001IIeHUS: IOJITOTOBKA U MPOBEACHHE JEIOBBIX Oece].

2. CymHocCTh ¥ BUJIBI Oece: emoBasi, KaapoBasi, TUCITUTITHHAPHAS,
OpraHHu3aIoOHHBIE Oecebl, Oecelbl C MOCETUTESIMHU.

3. MeTtoasl BeJIeHUs TIEPEroBOPOB, OA30BBIE PJIEMEHTHI, 00HEKTUBHBIC
KpUTEPUU OIIEHKU MTPOBEACHUS IEPETOBOPOB U BO3MOKHbIE
B3aWMOBBITOTHBIC BAPUAHTHI.

4. AHanu3 aenoBoii peun (cobecenoBaHue, pe3oMe, Ae0BbIe IEPETOBOPHI) C
TOYKHU 3PCHUS PUTYAIbHBIX MEXAaHU3MOB PEUH.

5. Ananu3 nenoBoit peun (cobeceqoBaHue, pe3toMe, 1eJI0BBIE IIEPEroBOPHI) C
TOYKH 3PEHUSI MPOBOKAIIMOHHBIX MEXaHU3MOB PEUH.

6. [IpaBuiia mpoBeeHUS 1€JI0BOTO Pa3roBopa Mo TeiaedoHy.

7. OmuOKH B TeJIePOHHBIX EPErOBOPAX.

8. DTHueckne 0COOEHHOCTH MPOBeEICHH TeIe()OHHBIX TIEPErOBOPOB.

9. enoBoe mucbMo Kak 3 (HEKTUBHBI HHCTPYMEHT OpTaHU3aIlud U
MOAIepKAHUs JEIOBBIX KOHTaKTOB.

10. MeToanueckue peKOMEeHIAUH 110 0(OPMIICHHIO JAEJIOBOTO MHMChMa B
COOTBETCTBUH C HOPMAaTHBHO-METOANYECKON 06a301 JeIOIpPON3BOICTBA.

11. ®yHKUMH U PO KIIIOYEBBIX CJIOB B TUChME. SI3bIKOBBIE U3IUIIECTBA.
12.TpeGoBaHus K A3BIKY U CTUIIIO JI€TIOBOTO MUCHMA.

13.DTUKeT neI0BOro NUChMa.

14. TlpaBuna yoexaenusi. OCOOEHHOCTH MPUMEHEHUS




15. Ily6nuunas peus. [IpaBuiia mocTpoeHUs U IPUMEHEHUS

16. CpencrtBa BO3AeHCTBUA HA Ay IUTOPHIO.

17. YBepeHHocTh B cebe npH myOIMyHOM BBICTYIUIeHHU. [Icnxonornyeckue
IIPUEMBI PETYISILIUY SMOLMOHAIBHOTO COCTOSIHUS IIPU ITYOJIMYHBIX
BBICTYIUICHUSIX.

18. KoH(}IMKTHI B 1€710BBIX OTHOLIEHUSAX, UX IPUYHUHBI U Pa3HOBUIHOCTH.
19. OcHoBHble Mosienu KOHPIUKTOB. CriocoObI pa3zpenieHus KOH(PIUKTOB.
JuHamuka KOH(IUKTA.

20. O0beKTHBHAs U CYOBEKTHUBHASI COCTABIISIFOINE KOH(IMKTOB.
21.Cnenuduxa GpopMupoBaHust UMUIKA PUPMBIL.

22.0OcHOBHBIE CITOCOOBI (OPMHUPOBAHMS UMUKA (PUPMBI (OPraHU3ALINHN).
23. OCHOBHBIE cllaraeMble UMHJIKa JIEJI0BOTO YEJI0BEKA.

24 Jletin Kapneru. [1sTh OCHOBHBIX MPUHIIUIIOB OOPAIIEHUS C JTFOIbMH.
25.KopnopaTuBHbIE€ IPAa3THUKH — KaK (hopMa eMHEHUS COTPYIHUKOB.
26.CylHOCTh U COACpKAHKUE STUKU JEIOBOTO OOIIEeHHUS

27. IlpyHLMIIBI 3TUYECKON apryMeHTalluu B OU3Hece

28. DtukeTHble (HOPMYIIbl IPUBETCTBUSA, OOpAIIEHUS B 1€JI0BOM OOIIEHUU
29. HckyccTBO KOMIUIMMEHTA B 1IEI0BOM OOLIEHUH: OCOOEHHOCTH, IPUMEPHI
30. ®opMyIibl pe4eBOro TUKETA B PA3JINUHbBIX KYJIbTYPaX.

Pazgen 2.
JoxymMeHTOOOO0pOT.

35. llenu u3yueHus u 3a7auu Kypca JAeIONpPOU3BOICTBA, ONPEAeTICHUE
JIeTIONPOU3BOJICTBA. POIb TOKYMEHTAIMOHHOTO 00€CTICUeHUS B
yIpaBICHUH.

36. Kparkas xapakTepHCTHKa IPUKA3HOTO, KOJUICKCKOTO U
MCIIOJTHUTENILHOTO JIeJI0Npon3BoicTBa B Poccuu.

37. HopmatuBHO-TIpaBOBOE 0OecneueHNe NesITEIbHOCTH CITYKO0
JIeNIOTIPOU3BOICTBA, CTPYKTYpa U COJIepKaHUe MHCTPYKLIUH 110
JIeNTOTIPOU3BOICTBY Ha TPEATIPUSATHH.

38. IlonsATue «1oKyMeHT», ero GpyHkius. Kinaccudukanus 10KyMEHTOB 110
OCHOBHBIM IPU3HAKAM

39. Ilonsarue «pekBu3UT». [locTOsIHHBIE U IEpEMEHHBIE PEKBU3UTHI.

40. XapakTepHCcTHKa PEeKBH3UTOB 3ar0JIOBOYHON YaCTH JOKYMEHTa, HX
nepeveHb ¥ TpeOoBaHus K 0(pOPMIICHHIO.

41. XapaKTepuCTHKa PEKBHU3UTOB COJEPIKATEIBHON YacTH JTOKYMEHTA, UX
nepeveHs ¥ TpeboBaHus K opopmieHuo. 8. XapakTepucTuka
PEKBU3UTOB OPOPMIISIONICH YaCTH JJOKYMEHTa, HX TIepeueHb
TpeboBaHus K 0hopMIIEHUIO.

42. brnaHK JOKyMEHTa, BUJBI OJJAHKOB OPTaHU3aIMOHHO-PACTIOPSINTEIHHBIX
JOKYMEHTOB. TpeboBaHus K 6JaHKaM, pa3Mepsl Nojel OJIaHKOB.

43. OpraHu3anoHHBIE TOKYMEHTHI, X Ha3HaYeHHE U poib. OCHOBHBIC
BUJIBI M OOLIHE TPpaBUiIa OPOPMIICHHS.

44, OOmas XxapakTepUCTHKA JOHKHOCTHOW HHCTPpYKIuU. Onpenenenue,
CTPYKTYpa COJiepkKaHus, MOPSIOK O(hOPMIIEHUS K OCHOBHBIE PEKBU3HUTHI
JIOKYMEHTA.

45. Illrataoe pacnucanue. O01Ias xapakTepucTUKa TOKyMeHTa; hopma
UCTIOJIHEHUS, CTPYKTYpa COJIEpKaHUs, TOPSII0K OGOPMIIEHUS U
PEKBU3UTHI JIOKYMEHTA.

46. PacnopsauTenbHbIe JOKYMEHTBI, UX Ha3HAYE€HUE U POJIb B YIIPABICHUH.
OCHOBHBIE BUJIBI PaCTIOPSTUTEIBHBIX JOKYMEHTOB M O0IIIHE TIpaBuIa
odopMIIeHHS

47. Tlpuka3 mo oCHOBHOM AesTenpbHOCTH. CTPYKTypa TEKCTa MPHUKa3a,
MOPSIOK €ro pa3padoTKU U MpaBuiia 0(h)OPMIICHHUS! PEKBU3HUTOB.
Brinucka u3 npukasa.

48. Pacnopsuxenue. CTpyKTypa TeKCTa, paBuiia 0OpMIICHUS! PEKBU3UTOB.

49. Vkazanue. OO0mias XxapakTeprucTHKa TOKYMEHTa, CTPYKTYpa €ro TEKCTa,
HOPSI0K M OCOOCHHOCTH 0(hOpMIICHHUS, PEKBU3HUTHI YKa3aHHUSL.




50. NndpopmanoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX Ha3HAYEHUE U POJIb B
ynpasieHun. [lepedeHb OCHOBHBIX BUJI0B MH(POPMALIMOHHO-CIIPABOYHBIX
NOKyMeHTOB. O01mue TpeboBaHus K 0POPMIICHHIO.

51. Axrt. OOmias xapakTepuCTUKa JOKYMEHTA, CTPYKTypa TEeKCTa, MOPAI0K
pa3paboTku U 0ohopMIICHHS PEKBHU3UTOB aKTa

52. IIportokon. Obuas xapakTepucTHKa IPOTOKOJIA, CTPYKTYpa TEKCTa,
HOPSI0K Pa3paboTKH U 0pOpPMIICHHS PEKBU3UTOB IPOTOKOJIA.

53. JlokmanHas, oObsicHUTENbHAS 3amrcka. OO1as XxapakTeprucTHKa
JIOKYMEHTOB, ITOPAJ0K 0(POPMIICHHSI pEKBU3UTOB CIIY>KEOHBIX 3aIIUCOK.

54. Cnpaska. Bunsl cnpaBok OO11as XxapakTepucTHKa JOKYMEHTa,
PEKBU3UTHI CIIPABOK, 0COOEHHOCTH O(hOPMIICHUS.

55. Cnyxebnoe nucbmo. Bunel mucem. CTpykTypa, Hopsaok opopmieHus,
TpeOOBaHUS K MMCbMY, PEKBU3UTHI IMUChMA.

56. Tenerpamma u tenedonorpamma. O0mas XxapakTeprCTUKA TOKYMEHTOB,
HOpsI0K 0(hOpMIIEHUST PEKBU3UTOB

57. JIOKyMEeHTHI 10 JTUYHOMY cocTaBy. [lepedeHb JOKyMEHTOB.
Oco0eHHOCTH 3THUX JOKYMEHTOB

58. Odopmiienne kapoBbIX MPUKA30B, BBIIMCKA U3 IPUKA3a

59. Odopmienue 3asBieHus, aBToOnorpaduu, XapakTepuCTUKH, PEIIOME.

60. TpynoBas kHmKKa. [IpaBuiia ohopMIIeHUS TPYJOBBIX KHUKEK.

61. HomenknaTypa Jiei1 Ha MpeanpusaTiuy, GopmMupoBaHue u opopMiIeHHE
Jen

62. IloaroroBka JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

63. Opranuzanust 1 0COOEHHOCTH MPHUEMA TIOCETUTENCH PYKOBOJUTEIIEM.

64. Ilopsimok paboThl C TUCEMEHHBIMU OOPAICHUSIMH TPAK/IaH.

65. [loxroroBka n 0OCITy)KUBAaHHE COBEIIAHHN.

66. lokyMeHTO0O0pOT. OCHOBHBIE ATAIlbl JOKYMEHTOO00pOTa. TeXHOIOTHs
paboThI ¢ BXOASIIUMH JOKYMEHTAMH.

67. TexHomorust 06pabOTKH BHYTPEHHUX U UCXOJSALINX TOKYMEHTOB.

68. Permcrpanus JOKyMEHTOB U KOHTPOJIb UCTIOJHEHUS TOKYMEHTOB

3amaHus 1J1 TECTHPOBAHHUSI MO THCHUILIMHE 1151 OLIEHKH ¢(POPMHUPOBAHHOCTH KOMIIeTeHImii (Min
20, max 50 + cepraky Ha YUOC ¢ Tectamu)
1. ®yHKIWS, TOApa3yMeBaroIas Bo30yx/ICHHE B TAPTHEPE HYKHBIX 3MOIIMOHATBHBIX MEPESKUBAHUIN
(“oOMeH sMoIMIMHU ™), @ TAKKE U3MEHEHHUE C UX MOMOIIBIO COOCTBEHHBIX MEPEKUBAHUN U COCTOSHUM,
Ha3bIBACTCS:
- OOy IUTENhHON
+ aMOTUBHOM
- (hyHKIIMEH OKa3aHUs BIIMSHUS
- IEPLIETITUBHON

2. Kakast pyHKIHS O3BOJISAET OPraHU30BBIBATH COBMECTHBIE JCHCTBHSI, TNIAHUPOBATH, COTJIACOBHIBATH,
KOOPJIMHHUPOBATH U ONITUMU3UPOBATH B3aUMOJCHCTBHE:

- OyHKIMS CONMAILHOT'O KOHTPOJIS

- OyHKIMA couraIn3aliu

- [loOyaurenbHas GyHKIHA

+ PerynsatuBHas

3. 3adem 100aBIATH TIOJIYaca K Kode-mayse?

- ‘ITO6BI AaXKE CaMbIC MCIJIUTCIILHBIC JIFOAU YCIICIN ICPCKYCUTDh

- 4TOOBI MOKHO OBIJIO B3JIPEMHYTh

+ 9TOOBI YEIOBEK MOCIIE TIePEeKyca CMOT HACTPOUTHCS Ha «pabounid Jam»
- yTOOBI YCIIETh CAMOMY CBapUTh Ko(e.

4. He3nanue u npeHeOpexeHne STHUECKUMHA HOPMaMH B3aMMOOTHOILIEHHUH C KOJIJIETaMH MOKHO, CKOpEe BCETO,
OTHECTH K KaueCTBaM:

+ «TpyaHOTrO» pyKOBOJHUTENS;

- O hexTUBHOrO pyKOBOIUTETIS,;




- HeompITHOTO pyKOBOAWTENS;
- CHUIIBHOTO PYKOBOAMTEINS;
- «TBepaoro» pykoBoauTemns

5. K xakoMy THITY COOOIIIEHNsT OTHOCHUTCS JaHHBIN mpuMep « K pykoBoauTenio BOeTaeT pa3bsapeHHBIA YSIIOBEK.
Kanyercss Ha HempaBWIBHO HAUYMCIICHHYIO 3apabOTHYIO ILIATY.)»

- [IpoGnembl 1 BOIIPOCHI

- [IpeasoskeHus Mo yIydIIeHHIO

- OT4eTsl 0 pe3ynbTaTax JesiTeNFHOCTH

+ XanoOs! 1 criopsl

- ®uHaHcoBas u Oyxranrepckas nHQOpMaIus

6. K xakoMy Tumy cooOIeHns OTHOCUTCS AaHHBIN npuMep « K pyKoBoanTENIO 3aX0ANT MacTep U Ipeajiaraet
OpraHU30BaTh KOHKYPC Ha JIyYILIETro ciecaps Lexa

- [IpoGiteMB! ¥ BOIIPOCHI

+ [IpennoxeHus 1o yiny4IIeHUIO

- OTYeTsl 0 pe3yiibTaTax ACATCIbHOCTHU

- XKano06s1 u criopbl

- ®unaHcoBas u Oyxranrepckas nHQOpMAIUs

7. K xakoMy Tumy cOOOIIEeHs] OTHOCUTCS TAaHHBINA puMep « MeHemKepa BEI3bIBaeT Ha KoBep | eHaupexTop ¢
LIEJIBIO BBICIIYILIATh OTYET O IMPOJIeJIaHHOI padoTey

- [Ipobnems! 1 BOIpOCH!

- [IpeoskeHus 1o yiay4ulIeHUIo

+ OTueTHl 0 pe3yabTaTax ACATEIbHOCTH

- ’KanoOs1 u criopsl

- ®uHaHcoBas u Oyxrantepckas nHpopMaLus

8. Kakue tumbl cooOieHmii BELIETSIOT IpH opMe KOMMYHUKAIUY ""CHU3Y BBEpX''?
+ [Ipo6aeMbl 1 BOITPOCH

+ [IpeasioxeHns 1o yIydLIeHUIO

- Koopaunauus pabot

- 3anpoc Ha KOMMYHUKAIHIO

+ OuHaHCcOBas U Oyxranrepckast ”HPOpMaIus

+ OTu€THI O pe3yabTaTax ACATEILHOCTH

9. K nenu BeieHus neperoBOpoB OTHOCHT:

- YIaJUTh BOSHUKILINE Pa3HOIIIACHS

- OIIPEAEIIUTD NIEPBOIIPUUMHY Pa3HOIIIACHN

- 0003HAUUTh NMPETEH3UU U MIPUTSA3AHUS CTOPOH
+ BCe BapHaHThl OTBETOB BEPHBI.

10. ITo3nnnoHHas cTpaTerys IeEperoBOPOB TAKKE HA3BIBAECTCS:
+ KPUTUYECKUMU [IEPETOBOPaMHU

- MATKUMU IIEPETOBOPaMu

- PUCKOBAHHBIMU IIEPETOBOPAMHU

- BCE BapHAHTBI OTBETOB HEBEPHHI.

11. K ¢pyHKIMSAM 1€70BOTO OOLIECHHS OTHOCSIT:
- KOMMYHUKaTHBHYIO ()yHKIIHIO

- HHTEPAKTUBHYIO (PYHKIIHIO

- IEPUENTUBHYIO (PYHKIIUIO

+ BCE BapUaHThI OTBETOB BEPHBHI.

12. TlpoBenenue coBemanms, ONTHMAIbHAS MPOAOKUTEIEHOCTE COBMECTHON YMCTBEHHOH JIESITELHOCTH
OompIoro uncia moae: (YKaXuTe BEepHBIA BApHUAHT)

+ 40-45 MuHyT

- 10-30 munyT

- Ot 60 MuHYT

- 25 MUHYT



13. 3agaua cosemianus: (YKakKuTe BEPHbIM BapHUaHT)
- HaliTu BUHOBHOTO

- Kputnka no3unmu ygyacTHHKa

+ Pemrenne mpoOaemMsI

- YCTaHOBIICHHE 3a1a4U.

14, Kakwue (pasbpl moJIe3HO UCIIONIH30BATh Ha COBEIIAHUH, IIPH Pa3roBOpe:
+ 41 coBeTyto, 5 POIILY, ST PEKOMEHAYIO

- A tpedyro

- Ecau Okl 51, eciti ObI MHE,

- OHHU JOJKHBI OBLITH, WM 5 JIOJDKEH

15. Kakue ¢pa3sl HeITb3s HCIIOIL30BaTh HA COBEIIAHNM:
+ 1 Tpebyto, 1 NpUKa3bIBaIO

- C 3TOr0 MOMEHTa

+ HysxHo ObLITO MM HaJ0 OBLIO

- A cnenatro

16. Kak ¢pa3bl CTOUT UCTIOIB30BATh ISl YOS TUTSILHOCTH
+ «M» BMeCTO «HO»

- «IIpoTHB» BMECTO «IJIsI»

- YacToe «HETY

-« Bce xKe» BMECTO «H»

17. Knaccudukariys 1eIOBbIX COBEIIAHHHN 110 KOJHUUYESCTBY YYaCTHUKOB: (Y Ka)KUTE HEBEPHbI BApUAHT)
-V cocraB (70 IATH YEIIOBEK)

- Pacmmmpennsie (10 1BaaaTH 4YeI0BeK)

+ [lepBuuHBI cocTaB (10 TPEX YETOBEK)

- [IpencraButenbHBIC (CBBINIE BAIIATH YETIOBEK)

18. T'opuzoHTaIbHAsE KOMMYHHKAIIHUS CIIOCOOCTBYET:
- peLeHnIo mpobiemM

- peIIeHNI0 KOH(IUKTOB

- pa3zieneHunto nHPpopMauu

- KOOpAUHAIUHU paboT

+ BCE BapHaHThl OTBETOB BEPHHBI.

19. TIpyu KOMMYHUKAIIUU «CHU3Y BBEPX» OBIBAIOT CJEAYIOIINE TUIIBI COOOIICHUN:

- %aJI00bI U CIIOPBI, TPOOIEMBI U BOTIPOCHI

+ OTYETHI 0 pe3ynbTaTax eI TEILHOCTH, XKaTOOBI ¥ CIIOPHI, IPOOIEMBI H BOTIPOCHI, IPETOKEHHS 110
yIay4IlIeHuIo, puHaHCcOBas U Oyxraiarepckast UH(OpMaIHs.

- OTYETHI O pe3yNIbTaTax JAeATEIILHOCTH

- IPEUIOKEHUS 110 YIIYULIEHHI0, TPOOIEeMbI U BOIIPOCHI

20. Tumnsl coBenIaHuii 0 KOJINYECTBY YUACTHUKOB
+ Vkuii cocras

+ [IpencraBurenbHbIE

- [lepnognueckuit

- KomOunupoBanHas

21. Ilpukas - :

- KOHTPOJIb UCTIOIHEHUS PEIICHUS

- IPUHSATHS COBMECTHOTO PEIICHUS Pa3IMYHBIMUA CyOBEKTaMU OOIICHHUS

- OJTy4YeHUs J0T. HHPOPMaIUK 00 3JIEMEHTaX OIEepaTHUBHONW 0OCTaHOBKHU
+ MOBENIEHUs PEIICHUS 10 UCTIOTHUTEIS

22. Kakue OCHOBHBIE OTIepallii COBEPIIAIOT C BHYTPEHHUMH JOKYMEHTaMH?
-IToaroToBka npoekTa, COriacoBaHue, MOANMUCAHUE, PETUCTPALUs, OTIPABKA U HAIIpaBJIEHUE B €0



+IToaroToBKa MPOEKTA, COTJIACOBAHUE, TIOANMCAHHE, PETUCTPAIINS, OTIIPABKa, IPUEM, TIEPBUYHOE PACCMOTPEHUE,
paccMOTpeHHUE U BBIHECEHUE PE30JTIONNH M UCTIOIHEHHE, U HAIIPABIICHHE B JIEJIO

-TIpueM, mepBHUYHOE PACCMOTPECHUE, PETUCTPALINS, PACCMOTPEHHE U BBIHECEHUE PE30JTIOLINH, UCTIOTHEHHE U
HarpaBliCHUE B JICJIO

23. BeiOepute mpaBuibHbIe BapuanTsl, cornacHo [[OCT P 7.0.97-2016:

- IpU TOANMCAHHU JIOKYMEHTa HECKOJBKHUMH JIODKHOCTHBIMH JIMIAMH MX TOJIKMCH Paclojaralorcs B
HPOU3BOJILHOM MOPSIIKE

+ NpH TOINHUCAHMU JOKYMEHTa HECKOJBKHMH IOJDKHOCTHBIMH JIMI[AMH MX IOAIMCH PACIoNaraloT OJHY MOJ
JPYTOii B IOCIEI0BATEIbHOCTH, COOTBETCTBYIOIICH 3aHUMAeMOM JTIOJDKHOCTH

+ IpH NOANMCAHUN TOKYMEHTA HECKOJIBKUMH JIMLAMH PAaBHBIX JOJDKHOCTEH MX MOJNUCH PacHoaraloT Ha OTHOM
ypOBHE

24. BeiOepute mpaBuiibHbIe yTBepkaeHus, cornacao [OCT P 7.0.97-2016:

+ TEeKCT JOKyMEHTa HE MOXET COJepXKaThb OJHY 3aKIIOYUTENIBHYI0 4YacTh (HampuMep, MpUKa3bl —
pactopsIUTENIBHYIO YacTh 0€3 KOHCTaTHPYIOILEH; THChMa, 3asBJICHHS — IPOCKOY 0€3 MOsSCHEHHS)

- TEKCThI JIOKYMEHTOB O(DOPMIISIFOT B BHJE aHKEThI, TAOJHUIIbI, CBA3HOTO TEKCTAa WM B BUJE COCAMHCHUS ITHX

CTPYKTYp
+ CBSI3HBIM TEKCT TOKyMEHTa, KaK MPaBUJIO, COCTOUT U3 IBYX 4acTeil. B mepBoil yacTu ykas3blBarOT MPUYHHBI,

OCHOBaHHSI, LIEIM COCTAaBICHHS JOKYMEHTa, BO BTOpPOW (3aKIIOUUTEIBHOM) — PEIIeHHs, BBIBOJBI, MPOCHOHI,
NPEIIOKEHUS, PEKOMEHIAINN

+ rpadpl M CTpOKM TaONMIBl B TEKCTE IOKYMEHTa JOJDKHBI HMETh 3arojiOBKH, BBIPAKCHHBIE HMEHEM
CYLIECTBUTEIBHBIM B MMEHHUTENBHOM majnexe. [1on3arosioBku rpad U CTPOK JOJKHBI OBITH COTJIACOBAaHBI C
3aroJI0OBKaMH

25. Cornacao 'OCT P 7.0.97-2016 npu agpecoBaHu# JOKYMEHTA JOKHOCTHOMY JIMIYy HMHHUIMAJBI YKa3bIBAIOT:
- mocJie (haMuIIuu
+ mepen hamunuen

26. JInst kKaKuX TOJDKHOCTEH B KOMMEPUYECKUX OPTaHU3ALUAX MPEIyCMOTPEHBI
UHCTPYKIUU?

- Jia pykoBoIUTENIEH OAPA3AEIEHUN

- JIo1g aIMMHUCTPATUBHO-YIIPABJIEHYECKOTO IEPCOHANA

- JIs11 TEXHUYECKOro nepcoHaia

+ Jliist Bcex

27. KakuM JOKYMEHTOM perjIaMEeHTHPYIOT OpraHU3alMOHHBIE, HAYyYHO-TEXHUYECKHE, (PMHAHCOBBIE U
WHBIE CHEIUAIbHBIE CTOPOHBI IEATEIIBHOCTH OPTaHU3AINH:

+ UHcTpykums

- [Ipukas

- [IpoToxon

- CnpaBka

28. Kakoe MakcuManbHOE KOTUYECTBO JINCTOB JIOMYCTUMO MPU (POPMUPOBAHUU JI€T?
- He menee 300 mucToB

+ He 6omnee 250 nmucToB

- He menee 400 mucToB

- B 3aBucuMocTH 0T 00bEMa ManKu

29. O6s13aH 11 pabOTHUK NPHU IpueMe Ha paboTy B KOMMEPYECKYIO OPraHU3alrIo 0 TpeOoBaHHIO padoTonares
NpeabsBUTh PEKOMEHIATEIbHbIE ICbMa OT OBIBIIEr0 paboTomaTess?

- 11, eciiy paOOTHUK IPUHUMAETCS B MOPSAKE [IEPEeBoJia OT APyroro paboToaarTess

- HET, TI0 3aKOHY 3TO He 00513aTeIHLHO

+ na, pabOTHHK 00513aH NMPEIBSIBUTH PEKOMEHAaTeNIbHBIE MMChMa 110 TpeOOBaHUIO paboToAATEIIS

30. K kakoMy MOHSITHIO OTHOCHUTCS OTlpezesieHue: " -
CUCTEeMATU3UPOBAHHBIN MEPEUEHB WIIM CITUCOK HANMEHOBAHUH J1e]1, 3aBOJJUMBIX B
JIETTONTPOU3BOJICTBE YUPEKICHUS" .

+ HomeHnknarypa nen

- Crmcok




- Otuér
- Jlokmnan

31. PaboTHEK mocTymaer Ha paboTy BoepBble. KTo MOMmKeH MOKynaTh OJIaHK TPYIOBOW KHMKKH: caM PaOOTHHUK
Wi paboToaaTens?

- pabOTHHK TOJDKEH MPUHECTH paboToaaTento 6JaHK HOBOH TPYAOBOI KHIDKKH B TIEPBBIH JeHb BRIX0O/Ia HA paboTy
BMECTE C OCTAIBHBIMU IOKYMEHTAMU

+ paboTojarens caM MOKymaeT W opOpMIIsieT TPYAOBYIO KHW)KKY Ha paOOTHHKA, BIIEPBbIE NPUHHUMAcMOro Ha
pabory

+ ¢ 2021 roma I BIIepBBIE MOCTYMAIONINX Pa0OOTHUKOB OyMa)KHBIA BapHaHT TPYIOBON KHIDKKH HE 3aBOJUTCS,
BEZIETCS TOJIBKO AJIEKTPOHHBIN BapUaHT.

32. TpynoBoii 1OTOBOP 1 JOTIOTHUATEIHHOE COTTIANIEHHE K HEMY, IIPeTyCMaTPUBAIOIIee BHIIIOIIHEHUE CITYKEOHBIX
005I3aHHOCTEH TUCTAHIIOHHO, MOYKHO 3aKJIFOYaTh:

+ myTéM oOMeHa COTPYIHUKOM U paboTonaTeseM dIIEKTPOHHBIMU TOKYMEHTAMH

+ JOKYMCHTHI B TOH mpoueaype AOJIKHBI 6I)ITB 3aBCPCHbI YCUJICHHBIMUA KBaJ’II/I(l)I/IHI/IPOBaHHLIMI/I IHOAIINCAMHU
paboTtomarens u pabOTHHKA.

- JIOKyMEHTBI B 3TOW MPOLEAYPE MOJKHBI OBITh 3aBEPEHBI TOJILKO YCUJICHHON KBaIU(UIIMPOBAHHOHN MOAMKUCHIO
paboTomatens, Tak Kak s paOOTHHKA eIé MpeayCMOTPEH BapHaHT HEKBATU(UIIMPOBAHHOH SJIEKTPOHHON
HOATHUCH.

33. PaboTHHK OTKa3aJICs MOMyYUTh Ha PYKH CBOIO TPYIOBYIO KHUKKY NPH YBOJIBHEHHH. B TeueHne Kakoro cpoka
paboTomaTeNb JOJHKEH BBIIATh TPYIOBYIO KHIDKKY PaOOTHHKY ITOCTe ero oOpamieHus?

- HE TI03/IHEee TATH pabounx JHEH co THS oOpareHns paboTHHKA

- HE TI03/IHEE CJICAYIONIETO JIHS MOCie o0paleHus: paboTHUKA

- He To3/IHee ceMu pabouux JHel co qHs oOpamieHus: paboTHHKA

+ He To3/1Hee TpeX padounx JHEH co THS oOparieHns padoTHHKA

34. Kakyro uHGOpMAIIUIO COACPKUT PEKBU3UT '"'CIIPABOYHBIC TaHHBIE 00 opraHu3aruu'?

- ITouToBsIit ampec u e-mail

- FOpuanueckuit anpec u Homepa TenedoHOB

+ IlouroBsIii anpec, HoMepa Tene(OHOB U APYrue CBEACHUS, KOTOpPbIE OpraHU3alys CUUTAET HY>KHbBIM
yKa3aTh

- E-mail, Homepa tenedoHnoB u dakca

35. JlaToli JOMKHOCTHON MHCTPYKIUU SIBIISIETCS:
- JlaTa nmoanucaHus

- Jlata 03HaKOMJIEHUS C JJOKYMEHTOM paOOTHHUKA
+ JlaTa yTBEpKIeHUS

- Jlata cocraBieHus

36. B xakux JOKYMEHTaX MCIIOJIb3YETCs CIIOBECHBIH CIIOCOO HAIMCAaHUS JaThl «ISATHAIIATOE Mas JIBE THICSUYU
TPUHAIIATOTO TOa»)?

+ (pmHAHCOBBIC JOKYMEHTHI

+ TOKYMEHTHI, TpeOyIOIHe HOTAPHUATHHOTO YAOCTOBEPCHUS

- TOKYMEHTBI, U3J]aHHbIE B UPE3BBIYAIHON 00CTaHOBKE

+ IOKYMEHTBI BOCHHBIX YUPEKACHUN

37. Cormacao 'OCT P 7.0.97-2016 , kakoii nobKHA OBITH IMOAINMCH HA JOKYMEHTE, €CJIM OH COCTaBJCH Ha
(hupMeHHOM OJIaHKE OpraHu3an?

- 'enepanibnblil gupekTop  pocnucoy  MBanos K.

+ I'enepanbrbrii qupektop 3A0 "Mup OTKPHITOK" pocnuce JL.W. ViBaHoB

- Banos A.K. POChUCH

38. Kak nmpaBHIbHO HAIKCATh ATy, HAITMCAHHYIO YHMCIIOBBIM crtocoOoM (Hampumep, 01.08.2021)?
+01.08.2021

-01.08.2021 r.

-01.08.2021 rox

39. Cnocobom (-amu) yHU(UKALMN YIIPABICHYECKUX JOKYMEHTOB SIBJISIFOTCS:
+ HCTIOB30BaHNE KOJOB OOIIEPOCCHICKUX KITaCCH(PUKATOPOB



+ mpencTaBiIeHUE TEKCTa B TaOJIUYHOM (hopme
- UCNONIL30BAHUE INEKMPOHHOU PopMmbl OOKYMEHTOB
- ACTIOIb30BAHKE KOTTMPOBATEHO-MHOKUTEILHON TEXHUKU

40. PaboTHuKa TIepeBeNy Ha IPYTYI0 paboTy Ha BPEeMs HCIIOIIHEHHUS 005S3aHHOCTEH OTCYTCTBYIOIIETO pabOTHHKA.
Koraa o Takom nepeBojie BHOCUTBH 3alIUCh B TPYIOBYIO KHIKKY?

- [10 OKOHYaHUH CPOKa BPEMEHHOTO NIepeBOa

+ B TeUEHHE HE/IENHU CO JHS IIepeBoIa

- 3aIIMCh O MEPEBOJE HE BHOCUTCS

MpakTuueckue 3axaun (Min 20, max 50 + ccpliky Ha DUOC ¢ IIeKTPOHHBIM H3TAHHEM, €CJIH

uMeeTcs)

Pa3zgen nucuunanHbI

3agaun

Paznen 1. JlenoBbie
KOMMYHHKAIHH

3ananme 1. Onpenenure BUI KOMMYHUKAIIAK:

ITo mpuMeHseMbIM cpesicTBaM OOLIEHHUS: ...

ITo npenmery: ....

Io cTenenu xenarenbHOCTU AOCTUraemMoro 3gdekra: ......
[To HaMMuUKIO ONOCPENOBAHHOCTH: ........ ,

ITo ¢pyHKIIMOHAILHOMY HAa3HAYEHHUIO: .....

[Io HanpaBIEHHOCTH: .....

Ilo B3auMHOMY CTaTyCy y4aCTHUKOB: ....

[domaluHee 3agaHue: onpeaenute BUA KOMMYHUKaLUU

Obwenayynoe, ynpaeienyeckoe, nedaco2uueckoe, NpPoPeccUOHaIbHOE, 0en080e,
Cc80000HOe, USPOBOE, DUMYAILHOE, HCEIAMENbHOE, HENCeIAMENbHOe, HEeUmpalbHoe,
Hepeuesoe, pedesoe, He0OX0OUMOE, ONOCPEOOBAHHOE MEXHUHECKUMU CPeOCmEamu,
JIUYHOCTNHO-OPUEHMUPOBAHHOE,  COYUATbHO-OPUECHMUPOBANHOE,  KOMOUHUPOBAHHOE,
Heobxo0umoe, cogewanue, COOMHECEHHbII, GUPMYANIbHOE, He NPENnsiImCmeyent, Ho U He
cnocobcmeyem peweHuo 3a0adu.

33}:[3]—]]46 2. ComocraBbTe JAAHHBIC O KOMMYHHKAIIUU «CBCPXY BHU3»

1)Bueapenue neneit u | A) MoTuBHpoBaTh paOOTHUKOB HA MPUHATHE

CTpaTeruii MHUCCUU KOMIIAHHUH, €€ KyJIbTYPHBIX
LIEHHOCTEH, YY4aCcTHE B CIECIIUATbHBIX
LIEPEMOHUSIX

2)J1o;KHOCTHBIE b) OnmceiBaeTcst mOaUTHKA, IPABUJIA,

WHCTPYKIIUU U HOPMBI U CTPYKTYpa OpraHu3aIuu

MIPUKA3bI.

3)Ipouenypsi u B) O6ecnieunBaeT pabOTHUKOB

pa3nyHbIe paBuiIa nH(popmanyel 0 KOHKPETHBIX 33a4ax U
0’KMJIa€MOM OT HUX MOBEJICHUHU.




4)O0parHast CBS3b IO I')_AupeKxTuBbl, OMUCHIBAIOUINE BHITIOJHEHUE

pe3yiabTaTam OIIpeIeIEHHON PabOThI U €€ CBA3b C

ACATCIIbPHOCTHU OCTaJIbHBIMHU BUAAMU ACATCIBbHOCTH
OpraHu3aluu

5)Buymienue uaei ) Uadopmanust o TOM, HACKOJIBKO XOPOIIIO

WK TIJI0XO OTACIIBHBIC COTPYAHUKH U
OTACIBI BRIIIOJTHAIOT pa60tme 3aaHus

OrtBer: 1B 2I' 36 4]1 5A

3aganue 3. O0bsIcHUTE BUI OOIIEHHA, COCTABLTE TUAJIOT:
[To npumeHsieMbIM cpesicTBaM OOLICHHUS: ...
ITo nmpenmery: ....
[o crenenu xenaTenbHOCTH JOocTUTaeMoro s dekra: ......
[To HaMmMuKIO ONOCPENOBAHHOCTH: ........ ,
[To pyHKIMOHANTBHOMY Ha3HAYEHHIO: .....
[Io HanpaBIEHHOCTH: .....
[1o B3aMHOMY CTaTyCy Y4aCTHHUKOB: ....

3ananue 4. Kakoil BU qpecc-Ko/ia OMUCaH B TEKCTE: «ITO THII JIETIOBOTO APECC-
KOJ1a, KOTOPBII periiaMeHTHPOBaH He MeHee cTporo, yem Black tie. On Ha3HavaeTcs
JUTSL BAXKHBIX paO0OUYMX BCTPEY, JAETOBBIX MTPE3eHTAINi, KOH(EpeHIINH, IeperoBopos.
Jnst MyX4uH 00s3aTeNbHBI KJIACCHYECKUI JICNOBOM KOCTIOM B TEMHBIX TOHAX,
rajJcTyK, HarpyaHblil I1aToOK; Oernast pyOaiika ¢ 3aroHKamMu; 00yBb YEPHOTO IIBETA.
Jis skeHIMH 00s3aTeNbHbI: CepbhIi/CHHII/YepHBIN/0eXKeBbId OPIOYHBINH

WM 1000YHBIH KOCTIOM, CBeTias Oiy3a; YepHbIE WIM IBETa KOCTIOMA TY(IH
(xabiyk 3-5 caHTUMETPOB)»?

- White tie;

- Black tie;

+ Business best;

- Business traditional.

3anaunme 5. Keiic. Onucanue cumyayuu:

«Bbl TmpuHATM Ha paboOTy MOJOJOTO CHOCOOHOTO CHEIHANNCTA, TOJBKO
OKOHYHMBIIIETO MPECTIKHBIN MHCTUTYT. OH OTIIMYHO CIIpaBIIsieTcs ¢ paboToit. Yike
3aKOHYMJI HECKOJIBKO MPOEKTOB, M KIIMEHTHI UM OY€Hb JJOBOJILHBI.

Bwmecre ¢ TeM OH Pe30K U 3aHOCUYHUB B OOIIEHUH C APYTUMU PaOOTHUKAMH, OCOOCHHO
¢ 00CTyKHMBAIOIIMM TIEPCOHATIOM.

Bbl kaxnaplii eHb TOJy4YaeTe TaKOro pojJia CUTHAIBI, a CErojHS IOCTYITHIO
MUCbMEHHOE 3asIBIICHHE TI0 TIOBOJY €ro IpyOOCTH».

A, Kaxue npunyunvt 6vbICKA3bIBAHUS KPUMUYECKUX 3AMedaHull HeoOX00uMo
yuecmu?

B. Ilpuseoume npumep xpumuuecxkozo 3amedanus pabomuuxy?

C. Kaxue mepvl HeobX00umM0o npeonpuHsms 0. NPEOYNPENCOCHUs. 603HUKHOBECHUSL
NOO0OHBIX cumyayutl ¢ NOOYUHEHHbIMU?

D. Kak neobxooumo secmu cebs 6 no0o6HOU cumyayuu?




3ananme 6. Keiic. Onucanue cumyayuu:

B mapte 2020 roma ka3aiock, 9TO CKOPO BCE CTAHET KaK paHbIIe, M HUKTO HE CTall
Cpasy nepecMaTpUBaTh YTBEPKICHHBIC IIAHBI M OFO/KETHI.

Ho mpexHue ycrenHble CTpaTeTuH IMepecTaid padoTaTh, B pe3ylbTaTe Jaxe
BBICOKOKIIACCHBIE COTPYAHUKH COaBWIM OOOpPOTBI, a HEKOTOPHIC IMOKA3bIBAIOT
OTKPOBEHHO MPOBAILHBIC PE3YIIbTATHI.

Y MHOTHX BBICOKOKJIACCHBIX COTPYIHUKOB HE MOJYYHIIOCh COXPAHHTH TEMIT U
Ka4yecTBO, BMECTO HUX MPHIIITH BHITOPAHUE W TIPOBAIBI.

OmHAaKo 3TO HE 3HAYUT, YTO 3BE3/[bI BUCPAIITHETO JHS, Y KOTOPHIX MPOIA HHTEPEC
K paboTe, OE3HACKHBI M TEIIEPh OCCIIONIC3HBI JIJIsl KOMITAHUU. X MOXHO ¥ HYKHO
peadMINTHPOBATE.

Kax smo coerams?

3ananue 7. Kuaccupuyupyiime npuseOénnvie Hes3bIKOSble CUSHATBL  NO
CREOYIOWUM KAMe20PUaM — No3a, MUMUKA, HCECMUKYIAYUA, OUCTNAHYUPOBAHUE U
UHMOHAYUSL.

A. OH BOCKIMKHYI: «XoOTen OBl sI XOThb pa3 YOEIOWTHCS, YTO ThI BBITOIHHIID
mopydeHHoe Tebe aemo!».

B. OHa orcTynmia Ha miar Hazas: «4YTo 5To T 0 cede BooOpa3miI?y

C. OH crosu1, IPUCTOHUBIIUCH K OY(heTy, CKpECTHB HOTH.

D. Yersipéxnernsas Bans yBepsna cBOIO MaMmy, 4TO MOXKET 3aCTETHYTh HajlbTO
caMmocTosiTelIbHO. Mama ckaszana: «KoHEYHO, Tl CMOXELIb 3TO chenaTb, MoOE
COKpOBHIIIE!» U TYT K€ caMa 3acTerHyJia najgbTo MaJIbIIIKE.

E. B To Bpems kak JluMa yBepsul, YTO UIIET KOHTAKTOB C MOJOABIM TIOKOJICHHEM, OH
HEOJHOKPATHO BBICTaBJII PYKHM BHEpPEN, CIOBHO 3allUIIasch, OyATO XOTel
OTOJIBUHYTHCS OT CIIyLIATENICH.

F. Boel xnére, mepeMuHasCh ¢ HOTM Ha HOTY, IOKa TOMOIIHHIIA 3allOJIHSCT
hopmymsp.

G. OH ua€T K OKHY U 3aKpbIBAET €TO.

H. Ona 6e3MOJBHO Ha HETO B3MVIAHYNA, HO KPbUIbA €€ HOoca APOKalu OT elBa
CIEP’KUBAEMOTr0 BO30YKICHHUSI.

I. Kode Ob1 CTONB TOPAYMM, YTO OH HHCTHHKTHUBHO €T'0 BBIIITIOHYIL.

J. OH nponununo ckazai: «KopoOka repenad mpocTo CUaCTIIMBa, YTO BbI TAK CUIIBHO
JKMETE Ha IENAIIbY.

3ananue 8. Osznaxombmecs ¢ nPUGEOEHHHIMU HUNCE 8bICKA3LIEAHUSMIU.

1. CripaBeiNTUBOCTD TIPH HA/ICTICHUH COTPYTHUKOB HEOOXOIMMBIMU PECYPCaMU IS
WX CIOY)XEOHOH JAeATeNbHOCTH Heo0XoJuMma IJIMIIb B TOM CJydYae, eciH
PYKOBOIMTEb OTHOCUTCS K HUIM C PaBHBIM YYBCTBOM CHMITATHH.

2. DTHYecKoe HapylleHHEe 00s3aTeNbHO JODKHO OBITh MYOIIMYHO OCYXKIEHO M
WCIIPABIIEHO HE3aBUCHUMO OT TOTO, KOTJIa ¥ KEM OHO OBLIO JIOMYIIICHO.

3. Ciy>xeOHOE TIOBEJICHHE U ACHCTBUS COTPYIHUKOB MPU3HAIOTCS ITHYHBIMH, €CITH
OHHM CIIOCOOCTBYIOT MAKCHUMM3AINY PUOBLIN KOMITAHUH,

4. lle¥icTBHUS COTPYJHHUKOB MpHU3HAIOTCH 3()()EKTHBHBIMU, €CIM OHH XOTS Obl He
HapYIIAIOT STHUYESCKUX HOPM.

5. HesTuuHbIM SBISIETCS TEPHUMOE OTHOIICHHE COTPYJHUKOB OPraHMU3alUd K
MOPAJIbHBIM YCTOSIM U TPAIAHUIIUSAM APYTUX OpraHu3allyii, peTHOHAaX, CTpaHaX.

6. Ilpu pa3paboTKe U NMPUHATUW PEIICHUH B JICJIOBBIX OTHOIICHHSX MPOSIBICHUE
HMHAMBHIYaJbHOTO Havyajia MPU3HACTCS HEITHUHBIM.

7. He cnemyer GOATHCS «HACTOSITH HA CBOEM» TIPU PEIICHUU JIFOOBIX CITYKEOHBIX
BONPOCOB (HOHKOH(OPMU3M).

8. Ecnu opranu3zaiiust HAXOAMTCS Ha CTaUH KPU3HUCa, TO MPUMEHEHHE HEKOTOPHIX
(dbopM HacuIHs, «HaKMMa» HA TOJYMHEHHBIX MOXKHO NPHU3HATH OTHYHBIM U
HEOOXOIMMBIM.

9. OTuveckue CTaHIAPTHI MOTYT OBITH YCIEIITHO BHEAPEHHI B )KU3HDb OPTAaHU3AIINH C
ITOMOIIBIO €IMHOBPEMEHHBIX YCHITHI CO CTOPOHBI PYKOBOJCTBA M COTPYTHUKOB.
10. EnIWHCTBEHHBIM KPHUTECPHEM BEIUYHMHBI BO3JEHCTBUS Ha KOTO-THOO
(moguuHeHHOTO, TOTpeOWMTENsT W T.OL)  SBISETCS  CHJIA  BO3MOXHOTO
MPOTUBOJECHCTBHSI.

A. Ilpogeoume amanuz u Hauoume owubKU 8 NPUBCOCHHbIX NPUHYUNAX O0el0801
KOMMYHUKAYUU.




B. IIpednooicume cobcmeennviti KOppekmHblil APUAHT BbICKA3bIGAHUSL (€CaU IMO
HEeobx00uMo).

3amanme 9. Beren 3a KpaTKMM BBITOBOPOM BbI CKa3aJid PaOOTHUKY HECKOJIBKO
MPUSITHBIX c10B. HaOnronas 3a mapTHEpOM, BbI 3aMETUJIM, YTO €T0 JIUIO, TOHAYAITY
HECKOJIBKO HampsKEHHOE, OBICTPO TIOBECEINETIO.

K ToMmy ke OH HaJan Kak BCerja NIYyTHTh M 0alarypuTh, pacckasai mapy CBEXHX
AHEKJIOTOB U UCTOPUIO, KOTOPask CETOHS MPOU30IILIA y HETO B JIOME.

B koHIle pa3roBopa BbI MOHSIIH, YTO KPUTHKA, KOTOPOH BBl HAYAIM Pa3roBOp, HE
TOJIbKO He ObLIIa BOCIIPUHSTA, HO M Kak Obl 3a0bITa. BEpOsSTHO, OH yCIIBIIIAT TOIBEKO
MPUATHYIO YacTh pa3roBopa. Uto BbI mpeanpumere?

A. Kaxue npunyunst 6b1cKa3bl8aHUs KPUMUYECKUX 3AMeUaHUL He0OX00UMO Yiecmb?
B. Ilpuseoume npumep xpumuyecxkozo 3amedanusi pabomuuxy?

C. B uem 3axmiouaemcsi cneyu@uka KOMIIUMEHMA NOOYUHEHHOMY COMPYOHUKY?
Ymo neobxooumo yuecms?

D. Kakum obpazom Heobxodumo 3akonuums b6ecedy ¢ compyOHuKom?

3ananme 10. IlogumHeHHBIH BaM paOOTHUK, TAJaHTIMBBIM CHEHHATHCT
TBOPYECKOTO THMA, B BO3pacTe, oOOJIamaeT CTaTycoM ¥ JUYHOCTHBIMHU
JOCTHKEHHUSMH, TIOJIB3YETCS OOJBIION IMOMYISIPHOCTHIO y JENOBBIX MapTHEPOB,
perraet Jio0bie MPOOJIEMBI U BEJIMKOJICITHO B3auMO/IeHCTBYeT. BMecTe ¢ TeM, y Bac
HE CIIOKWJINICh OTHOIIEHUS ¢ 3THM paboTHHKOM. OH HE BOCIIPHHHMAET Bac Kak
pyKoBoAMTENS, BeleT cebs JOCTaTOYHO CaMOYBEpPEHHO M aMOWIMo3HO. B ero
paboTe BBl HAIIUIM HEKOTOPBIC HEAOYEThl U PEUIMIA BBICKAa3aTh EMYy KPUTHUECKUE
3aMeuaHusl, OJIHAKO Balll TPEABIAYIIHHA OMBIT CBUACTEIBCTBYET O €r0 HEraTHBHOM
peakIuy Ha KPUTHKY: OH CTAHOBUTCS Pa3IpaKUTENLHBIM U HACTOPOKEHHBIM.

A. Kaknwe mNpWHIOWITEI BBICKA3bIBAHUS KPUTUYECKUX 3aMEYaHWN HEOOXOAMMO
YUeCTh?

B. [IpuBeanTe npuMep KPUTHUECKOTO 3aMeUaHs paOOTHHUKY?

C. Kakue Mepsl HEOOXOUMO MIPEATIPUHSTD TSl TPEAYIPEXKACHUS BOSHUKHOBEHUS
MoJ0OHBIX cuTyaruii ¢ nomuuHeHHbiMH? D. Kak HeoOxomumo BecTn cels B
oI00HOM cuTyanuu?

3ananue 11. Oyenume npuemvi 6edenus becedvl ¢ MOUKU 3PEHUSL MO20, HACKOLKO
OHU CROCOOCMBYIom NOHUMAanUio napmuepa. Pacnpedenume smu npuemvl no mpem
pasoenam:

- cnocobcmeyruue NOHUMAHUIO napmuepa,

-He cnocobcmeyouue NOHUMAHUIO napmuepd,

- HetimpanvHbie.

1. B Oecene MBI COMpPOBOXAAaeM BBICKA3bIBAHMS MapTHEpa PEIIMKAMU BPOJE:
«'mymmocTH ThI TOBOPHUIITEY, «THI, S BHXKY, B TOM BOTIPOCE HAYETO HE IIOHUMALIITHY,
«S51 6bI MOT BaM 3TO OOBSICHUTH, HO OOKOCH, BBI HE ITOMMETEY, «A Ha BallleM MECTE 5
BOOOIIIE TOMOITYAT OBI» U T.IL.

2. MBI cOonpoBOXIaeM pedb MapTHepa BhICKa3bIBaHUAMHE THMA: «Jla-ma», «Yry...»,
«Uro BBI TOBOpUTE?», «Heyxenn...».

3. Mkl AOCTIOBHO MOBTOPSIEM BBICKAa3bIBaHUS NapTHEpa. [Ipu 3ToM MOKHO Ha4aTh ¢
BBOAHOW ¢pa3sl: «Kak s mowsn Bac..», «[lo Bamemy wMHeHUIO...», «TBI
CUHMTACIIb...», «Ecim s Bac TPaBWIBHO TOHSJ, TO Balleil OCHOBHOW MBICIIBIO
SIBJISIETCSL...» U T. 1.

4. B xome Oecenpl Mbl BCTaBisieM BbICKasbiBaHus THma: «[lopa mpucTynmuTh K
MPEAMETY pas3roBopa...», «Mbl HECKOJIBKO OTBJEKIUCh OT TEMBL...», «JlaBaiite
BEpHEMCS K TIeJTM HAIIIETO pa3roBOpa...» U Tp.

5. MBI BOCTIpOM3BOMM BBICKAa3bIBAHUS MapTHEpPa B 000OIIEHHOM, COKpPAIICHHOM
BHJIE, KPaTKO (hOPMYJIUPYEM CaMoe CYIIIECTBEHHOE B €ro clioBax. HauaTh MOXHO ¢
BBOJHOH (pasbl: «JIpyruMu CIOBaMH, BBl CUHMTAETe, 4TO...», «TakuM 00OpazoMm,
BaIllUMUA OCHOBHBIMU UJECSIMU SIBISIOTCS...» U T. [I.

6. MbI ibITaEMCS BBIBECTH JIOTUYECKOE CIEACTBUE U3 BBICKA3bIBAHUS NTAPTHEPA WU
BBIIBUHYTH TIPEIOJIOKCHHMSI OTHOCHUTEIIPHO TPHYMH BBICKAa3bIBaHWS. BBOmHOMN
(dhpazoit MoxkeT OBITh: «ECIM MCXOAWTH W3 TOTO, YTO BBl CKa3aJM, TO BBIXOJMT,
4TO0...» UIu «BBI Tak cuuTaeTe, BUAUMO, HOTOMY, YTO...»




7. MBI ipITagMCs HAlTH y TapTHEpa TOHUMaHUE TeX MPO0JIeM, KOTOPBIE BOJHYIOT
Hac CaMHX.

8. M&I 3aaeM mapTHEPY BOMPOC 3a BOMPOCOM, SIBHO CTapasiCh pa3y3HaTh 4TO- TO,
HO HE O0BSCHIEM CBOMX IIEIIEH.

9. MbI He IPUHUMaeM BO BHUMaHHE TO, YTO TOBOPHUT MapTHEp, IIpeHeOperaeM ero
BBICKA3bIBAaHUSMIL.

Saganue 12. Onucanue cumyauuu

«M1.M. HBaHOoB — MHOrOOOCHIAOMIMA  MOJIOAOH  MEHEIKEp, OBICTPO
MPOABUTAIOIIMICS 1O ciykOe. Korma oH TONbKkO HauuMHal CBOIO Kapbepy, €ro
HavanbHUKOM ObuT [1.I1. [leTpoB — 3aB3STHIA «TPYAOTONMK», YeH OMBIT M 3HAHUS
o4eHb noMoriy VIBaHOBY B TO BpeMsl.

JIBa roga cmycTs cutyanust u3MeHwiach U MiBaHoB cran HavainsHHKOM [leTposa,
kapbepa [leTpoBa nocie 3Toro 3acTonopuiack.

B nociienaee Bpems MBanoB u [1eTpoB paboTaroOT B 3TOM sKe OPTaHU3AITNN U BUIATCS
HE 4acTo.

HenasHo IleTpoBy nocoBeToBanu BbIIBUHYTH CBOIO KaHIUAATYpy Ha BCTYIUICHHE B
4lieHbl Kiy0a mpodeccHoHaNbHBIX YHPaBICHIEB, YTOOBI MO3HAKOMHTHCS TaMm C
JIIOABMU, KOTOPBIE MOTJIN ObI «IIOATOJIKHYTBY» €I0 Kaphepy B HY>KHOM HalpaBJICHHUH.
Kiy6 6b11 co3man 1uist MPOABHKEHHUS UICH BHICOKOTO YPOBHS TpodeccuoHanmn3ma
B MHpe OH3Heca.

Ho Iletpos 3Haer, uto MBaHOB — WiieH 3TOTO KiIy0a W mpeacenaTellb OTOOPOIHOM
komuccuu. CobeceoBanue MPOBOIUTCS B MOMELICHUH KityOa. st 3Toro ciryyast
[etpoB oxencs Hanbosee TIIATENBHO, XOTS €ro rapAepod He OTIarYacs OONbIINM
BEIOOPOM.

Korna on x Ha3HaUeHHOMY BpEMEHH MpHexall B KIy0, ero mONpOCHIN OA0KIATh B
3ane s npuriameHHsx. Oxxuaanue 3ansio 15 munyt. Korna cekpetaps HakoHeI
BBel [leTpoBa B pOCKOIITHO 0OCTaBICHHBIN 3all 3aC€AaHMi, TOT OKa3ajcs JTUIIOM K
JIMILY C WIeHaMH OTOOPOYHOI KOMUCCHU U3 § YesloBeK BO IiaBe ¢ MiBaHoBbIM. Bee
OHHM OBLJIM OJICTHI B IOPOTHE ODHUITHATIEHBIC KOCTIOMBI.

[lerpoBa mocaamiy B Toplie JJIMHHOTO CTOJIA, 32 KOTOPBIM PaCTIOIOKUIIUCH YJIEHbI
komuccuu. Takum oOpa3om, Komuccus ¢ MIBaHOBBIM BO Ii1aBe Kak Obl 0Opa3zoBaia
IPYyMITy «CBOMX» HaIpOoTUB IleTpoBa, EAMHCTBEHHOTO CPEIU HUX «IY)KaKay.

Bo Bpemst mocnenyromero cobeceoBanusi VIBaHOB HH pa3y HE Al MOHSTh, YTO
3HakoM ¢ lleTpoBeIM, W He mTbBITaJCS OOPaTUTh BHUMAaHHE KOMHMCCHUHM Ha
MOTEHIIMATBHYIO LIEHHOCTD 3TOr0 YeJI0BeKa sl Kiyoa.

Uepes Heckoibko AHEW mocne cobecenoBanus [leTpoB ciydailHO BCTpeTHI
WBanoBa Ha pabote. EMy ObL10 HENTOBKO 3a/aBaTh MIBaHOBY Kakue-miOO BOMIPOCHI
[0 TOBOAY pe3ylbTaToB colecenoBaHusi, a lIBaHOB mepBeIM 00 3TOM He
3aroBapuBa.»

ChopmynupyiiTe apryMeHTHPOBAHHbBIE OTBETHI HA CIIC/TYIOIIUE BOTIPOCHI:

1. Kak BBl gymaere, mouemy lBaHOB pemmn opraHu3oBaTb coOeceloBaHHE
TOI00HBIM 00pazom?

2. Kakue neiictBus Mor Obl ipeqnpuHATEH [1eTpoB, 4TOO XOTh B KAKOK-TO CTEIIEHU
MIOBJIMATH Ha X0JI coOeceToBaHNA?

3. Kax BbI nymaere, [lerpoBa npuHsiM B 4ieHbI Kiyoa?

3apanue 13. Ha cerogusmuuii 1eHp Bce Oonbliee 3HAUYEHUE IS OpPTaHU3ALUU
npuoOperaeT ero conuajgbHas OTBETCTBEHHOCTb Iepe] OOIIeCTBOM, €ro
KOHKpPETHBIE JIeHicTBUS, 0OECHEeUUBAaONIUe pELIeHne MPOOJIeM, CTOALIMX Tepes
CTpaHOM.

Te, KTO cUMTaET, 4YTO COIHUAIBHEIE MPOOIEMBI JOJDKHO peliaTh roCcynapcTBO, a
Ou3Hec TOJNBKO '"nmenaHwe JeHer", apryMEHTHUPYET CBOIO TO3WIHIO TEM, YTO
JNCHCTBHST B COLMAILHOM O0JIACTH BEAYT K CHHIKCHHIO NPUOBLICH KOMIIaHUH,
YXYALUICHUIO B 3TOW CBSI3M €€ KOHKYPEHTHBIX MO3UINH, POCTY U3AEPKEK, KOTOPHIE
B MOCJIEAYIOMIEM BEIYT K IMOBBIICHUIO LIEH, YTO HAHOCUT yIIepO MOTPEOUTEISIM U
BBI3BIBACT JPYTHE OTPHUIIATEIbHBIE IOCIEIACTBHSL.

CTOpPOHHHKH COITMATBHON OTBETCTBEHHOCTH OM3HECA Tepe] 00IMecTBOM CUNTAIOT,
4TO OM3HECMEHBI HMEIOT TePe/l HUM MOPAIIbHBIC 0053aTENIbCTBA, YTO COIMATILHBIC
JEHCTBHUSI MOTYT OKa3aTh OOJBINYIO TOJIB3Y MPEANPHHAMATEISAM, YIy4IIaloT UX
AMHDK B OOITIECTBE, SBJISIOTCS HETUIOXOW PEKIIaMOM.

ChopmynupyliTe apryMeHTHPOBAHHBIC OTBETHI Ha CIICTYIOIINAE BOTIPOCHI:




1. Ubio mo3uLIKIO BBl pa3AensieTe U mouemy?

2. JIoKeH Jid, 10 BaleMy MHEHHUIO, TpeANPHHIMATENh, B COBpeMeHHOW Poccnu
BBITIOJTHATH COIMANIbHBIC 0053aTEIbCTBA TIEpE]] CTPAHOH U B KakuX ¢opmax?

3. Byner a1 eMy B KOHEYHOM HTOI'€ 3TO BBITOJHO, B TOM YHUCIIC B (DMHAHCOBOM
otHomennu? Ecnm na, To mouemy?

4. B kakux ¢dopMax pPOCCHICKHI OHM3HEC MOXET OCYIIECTBISTH COIUAIBHYIO
MOJIICPHKKY:

a) B Macmrabax GupMEl;

0) B MacmTabax peruoHa, CTpaHsbl.

Paznen 2.
JIoKyMeHT0000pOT

3aganue 14. I[laBnosa Jlapuca AunekceeBHa mpuHATra Ha padory B OO0
«/lexabpucT» Ha HOMMKHOCTH odrc-MeHemkepa 16 mapra 2004 r.

11 HO6pst 2006 T. OHA TIEpeBeIeHa Ha IOJDKHOCTh MEHE[Kepa 110 TIPOCKTY.

31 mas 2010 r. ee Harpaguid TOYETHOM TPaMOTOW B CBSI3M C IOJTY4YEHHEM
KOMIIaHHEH rOCYIapCTBEHHOTO 3aKa3a.

Ona ynuria B eXeroAsslil ortadmBaeMmblii oTmyck 07 oktsops 2011 r. Ha 28
KaJeHAapHbIX JHEH.

15 mast 2013 . oHa yHIIa B OTIYCK 110 YXOAY 32 peOCHKOM JI0 JOCTHKEeHUS UM 1,5
neT. (neHb poxaeHus pederka — 02 maprta 2013 1.)

5 nexabps 2015 r. ona yBommiacek mo c1.77 .1 TK P®. Ilocuwnraiite, 3a kakoe
KOJIMYECTBO JHEH HEUCIIOIL30BAHHOTO OTITYCKa € MOJI0KeHa KOMIICHCAIHS.
3anoxauTe TabeNb ee pabodyero BpeMeHu 3a utoHb 2015 r. mpu ycnoBuu, uto 08-09
HIOHA OHA paboTarna CBepXypOdHO, a ¢ 26 WIOHA yexaya B KOMaHINPOBKY Ha 4 JTHS.

3ananue 15. Odpopmute Bhinucky u3 npukasza Ne 12 ot 08.09.2020 06 u3mMeHeHUH
rpaduka paboOTHl B CBS3M C MPOU3BOJCTBEHHOW HEOOXOIMMOCTBIO, B KOTOPOI
HaYallbHUKY TEXHUYECKOTO OT/eNa MPUKa3aHO OPTaHU30BaTh paboTy B CyOOOTHHE
man B nepuon ¢ 10.10.2020 mo 13.11.2020. 3aBepsieT BBIIHCKY CEKpeTapb-

pedepenr.

3ananmue 16. dupma «JIMHOKOY» MO3/IpaBIISET CBOETO JaBHETO MapTHEpa — PUPMY
«Dnoi» ¢ 25-neTreM ee ocHoBaHMA. [lepBoHavaIbHBIN TEKCT MUCHMa-
ro3apaBieHus ObLT 3a0paKoBaH, TaKk Kak M300MI0BaJl MHOTOYHCIEHHBIMHU
CTHJICBBIMH MOTPEIIHOCTAMU. OTpeIaKTUPYHTE MPEATIOKEHHBIN TEKCT,
MPUICPIKUBASACH OQUIINATBHO-IEIIOBOTO CTHJISL.
I-ny Konnunsy
Hupexmopy gpupmot « Dnoiiy»

Hawa ¢upma «/lunokoy» om seceii Oywu nozopasnsem gupmy « oty u Bac
JIUYHO N0 NOB00Y HeDOILULO20, HO 3HAYUMOR20 f0buUnes — 25-1emus co OHsA
ocHosanus. 11036016me 8ulpa3ums HAULYYULUE NONCENAHUS 8 CEA3U C IMUM.

A maxosce mbl xomenu 6bl B0CHONL308AMbCA NPEOCMABIEHHOU MAK 06E3HO
30€eChb 803MONCHOCHbIO U NOOIA200aApUmMb Om 8ce20 cepoya éac auyHo u Bauty
Qupmy 3a npekpacrHoe compyOHU4eCmeo ¢ HAMU 8 medeHue SMUX 0012UxX aem.

Jupexmop upmot «Jlunoxor /. Xancen.

3aganme 17. B cooTBETCTBUM € TPEOOBAHUSAMH K COCTABICHHUIO U OOPMIICHHIO
JOKYMEHTOB COCTaBHTh Ha O0IEM OJIaHKE MPEeIIpUsITHS aKT
— O MPUCYTCTBHUH HA pabOTe KaKUX-THOO JINI B HETPE3BOM COCTOSHUH, I10
BHHE KOTOPBIX MPOM30IIIJIa IOpYa UMYIecTBa paboToAaTeNs
— 0 HEeBBIXOJIE Ha PadOTy WU MPOTYJIE.

3aganmue 18. Vicons3ys pekoMeHIalMy ¥ CTaHIapTHBIE TPeOOBaHMsI K
oopMiIeHUIO CIIPaBOYHO-MH(POPMAIIOHHBIX TOKYMEHTOB, COCTaBbTE YETBIPE
IOKYMEHTa, OTHOCUTEJILHO /€11, IPOUCXOAAIIMX B Bareil opranuzanun (B
VHUBEPCHUTETE, B TPYIIIIE):

—  JIOKJaJHyIO 3alUCKYK

—  CIIy’)KeOHYIO 3aIHiCKy

—  OOBSCHUTENBHYIO 3aIIUCKY

3ananue 19. B xadyectBe pykoBoauteias ¢pupmbl DJIKOM BBl MOPYyYUIH CBOEMY
pebepeHTy MOATOTOBUTH MHCbMO  pykoBoguteno  dupmel  OTUC 06




aHHYJIMPOBAaHUU cAelaHHoro Bamu panee 3akaza. Bel 00bscHUIN pedepeHTy, 4To
pacTopikeHue Joropopa obyciariuBaercs TeM, 4yTo Gupma OTHC He BbInoIHMIA
ycnoBuil moctaBku Aetaned. HeoOxomumeix s cobupaembix Barmelt dupmoit
KoMIIbIOTEepoB. B pesynprare Bama ¢upma monecna yObiTkH, U Bbel TpeOyete
BO3MECTHTh HEONpaBAAHHBIE PACXOAbl. PedepeHT MOATOTOBHI  MHCHMO
CIIETYTOIIETO COACPKAHMS:
A.U. Usanogy
T'enepanvromy oupexmopy gupmor OTUC

Lonocnvr npoungopmuposams gac 0 mom. Umo omxasvieaemcsi NPUHAMb
saxazanuble Hamu panee demanu TMII-212 coznacho 0oeosopa Ne 253/3 om
02.08.2020.

Buvi ne ynoorcunuce 6 dononnumenvhvie Cpoku NOCMABKU, YKA3AHHbIE @ 8auleM
nucome om 14.09.2020.

H3-3a 5mo2o mul ObLIU 8bIHYIHCOEHBL 0OPAMUMBCS K OpY2UM NOCIABUUKAM,
4mo6bl NOKPbIMb HAULY HYHCOY 8 OAHHOU NPOOYKYULL.

B cuny nazeannvix npuuun mvl aHHyIUPYeM HAW 3AKA3.

B. Ilempos.
I'en oupexmop upmor DJIKOM.

[Hoanuwmute 11 Bel Takoe nuceMo? Ecnu HeT, HanumuTe Bam Bapuant
MUCHMA.

3ananue 20. Ber — MeHeKep OT/IeNa pekiIaMbl KOMMepueckoro Oanka. CocTaBuB
OCHOBY JICIOBOTO MHUCHhMa, BBl MOPYYHMIM CEKpeTapio oTmevararh TekcT. K
COXKaJICHHIO, OHA OKa3ajlaCh HE OYCHb KBAIU(UIIUPOBAHHONH M JOMYCTHIA PSII
omuOOK U orevarok. McmnpasbTe ux:

Ecnu 6v1 nocnedosanu npumepy 60IbUUHCMEA HAWUX KIUEHMOS, eClU Gbl,
8030€poicanucy Om 3aUMCMBOBAHUSL CPeOCms8 6 npoueduiem 200y, Ko2oa
npoyeHmHbvle CMAasKU OOCMUSIU CB0E20 NOMOAKA, NOHUMAsL, YMO 3d B37emoM
0653amenbHO Nociedyem cnao.

But mooiceme no npagy copoumucsi cobotl, umo vl He bpanu 3aem, Cyrauul
sam auwib Oonvuiue ooneu. B macmoswee epems, Ko20a CMASKU CHUNCEHbL 00
PA3YMHO20  VPOBHS,  6bl  MOdCeme  U3gneub  NOIb3Y,  BOCHOAb308AGULUCD,
€OUHOBPEMEHHOU BbLINIAMOT 30 MECSY, BMECHO MO20, YModbL PACCLLIAMb CHemd HA
HebOobULUe CYMMBL KAXHCOOMY KPeOUmopy, mpedyrouemy blniamuvl, OmoeabHOo.

Muvli xomenu Ovl umMemb BO3MONICHOCHb 00CYOUMb € BaMU MeKyujue
Qurancosvie nPodIEMbL C KOMOPLIMU 6bl  B03MOJICHO CMaANKugaemecw. A maxoice
NPeonoACUMb 8AM COOeiCIBUe 8 YCMPAHEHUU USTUULHUX XIAONOMI.

Hoowcanyiicma, cesoicumecs ¢ namu ce2o0Hs no meneghony 12 13 12, ecnu 6ol
Xomume u30a8UMbCS OM 2PyObl HEONJIAUEHHBIX CYEMO8, KYNUMb MAUUHY UIU XY,
U noexams ¢ cemvell 8 OA8HO 0DEUaHHbIIL OMNYCK.

C nHemepneHuem dcoem 8auie2o 360HKA.

3aganue 21.

EBmoxnmoBa Haranest BnagumuposHa mpussaTa Ha padoty B OO0 «bamkupckue
BEIOMOCTH» Ha JIOJDKHOCTB TJIaBHOTO pemakTopa 11 anpemns 2007 T.

31 mas 2009 r. eil MpUCBOMIM TOYETHOE 3BaHUE «3aCITYKEHHBIH >KypHAJIHCT
Bamxkoprocrana».

24 aprycra 2012 r. oHa ymnuia B €XETOAHBIA OIUIAYMBAEMBIM OTHycK Ha 14
KaJeHJapHbIX 1THS U eme Ha 10 1gHeld HEeMcroib30BaHHOIO MPOILIOTOJHETO
OTITyCKa.

23 aBrycra 2013 r. oHa yIIa B OTITYCK IO YXOIIy 32 PEOCHKOM JI0 JOCTIKEHUS UM
1,5 ner. (newn poxknenus pedbenka — 12 urors 2013 1.)

Ona yBonmnack 12 Hoa0ps 2015 r. no c¢1.77 1.6 TK P®. [locunuraiite, 3a xakoe
KOJIMYECTBO JHEH HEMCIIOIb30BAaHHOTO OTITYCKa €if MOI0KeHa KOMIICHCAITHSI.
3anosHuTe TabeNb ee padouero BpeMeHH 3a OKTI0ps 2015 1. ipu yciaoBuu, uyto 2-6
OKTA0ps1 OHa OblIa B KOMaHAUPOBKE, a ¢ 25 OKTAOps ynuia Ha OONBHUYHBINA Ha 3
JTHSL.

Saganmue 22.




CapanneBa Bepa HukonaeBHa Obuia mpuHsTa Ha AOJDKHOCTH dManbepa B 3A0
«OBenup» 03 derpans 2000 r.

09 centsiops 2005 roma oHa ObLTA TIepeBecHA HA JODKHOCTH TJIABHOTO TU3aliHepa
Ha [TIOCTOSIHHOM OCHOBE.

20 oxta6pst 2007 T. OHa yIUIa B €XKETOIHBIA OCHOBHOH OIJIAaYWBaEeMBbIi OTITYCK Ha
18 et u emie 4 qHs B3sJa 3a CBOM CUeT.

31 okTs6ps 2011 r. oHa ynuia B OTIYCK MO YXOIy 32 peOCHKOM JI0 JOCTHKECHUS UM
3 net. (meHp poxxaeHus pebenka — 22 aprycra 2011 r.)

02 ampens 2015 r. TpynOBO# 1OTOBOP € HEll 01T pacToprHyT 1o 11.6a cT.81 TK PO.
[locunraiitTe, 3a Kakoe KOJIMYECTBO MAHEH HEHMCIIONB30BAHHOIO OTIyCKa €
MOJIOKEHA KOMITCHCAITHSL.

3anoxauTe Tabenb ee pabouero Bpemenu 3a deppanb 2015 r. mpu yciaoBuu, gto 10-
14 deBpains oHa ObUIa B KOMaHIUPOBKE, a ¢25 ¢eBpans yuuia Ha OONbHUYHBIN Ha 4
JTHSL.

3ananmue 23.

6 mapta 2006 r. Capkucsn TareBuk ['yprenoBHa ObUta mpuHATa Ha paboTy B
¢unancoseiii otnen 3A0 «/loBepre» Ha JOKHOCTH SKOHOMHCTA Ha HETOIHYIO
pabodyto Hememto (BTOPHHUK, Cpea, YeTBepT).

20 nekaOpst Toro ke roja oHa Obuia HarpaxiaeHa DVD-muieepom mo wroram
(huHAaHCOBOTO rojIa.

17 mronst 2007 1. oHa OBLTA TIEpeBeIeHa Ha JODKHOCTD CTAPIIETO SKOHOMUCTA.

26 anpens 2008 r. oHa ynuia B OTHycK Ha 10 KalleHOapHbBIX AHEH, OCTaBIIUXCS OT
MPOLIOTOIHETO €KEroJHOro OIIaYMBAaeMOro OTIycka, u eme 10 qHel B3suia OT
OTITyCKa 3TOr0 rofa.

21 anpenst 2012 1. OHa yIIIa B OTITYCK 10 YXOAY 32 peOEHKOM 10 JOCTHYKEHUS UM 3
neT. (neHp poxaeHus pedenka — 05 deppans 2012 r.)

10 nexabpst 2015 r. ona 6bu1a yBosieHa o ct..81 .1 TK P®. [Tocuwuraiite, 3a kakoe
KOJINYECTBO AHEH HEUCIIOJIb30BAHHOTO OTITYCKa €i MOJI0KEeHa KOMIICHCALHS
3anonHuTe Tabenb ee paboyero BpeMeHu 3a HOsIOpb 2015 1. mpu ycnosum, yto 10-
18 HOsOpst oHa ObLIa B KOMaHIUPOBKe, a 30 HOsIOpst paboTaia MeHbIIe Ha 2 yaca.

3aganue 24.

Kupunnmaa Taucus IlerpoBHa 3akmroumia TpyaoBoi noroop 13 mapra 2004 1. ¢
3A0 «lOBenup», yCTPOMBIIKCEH HA IOJDKHOCTD OyXranrepa.

17 cents6pst 2005 T. oHa ObLTA ITEpeBeieHa Ha JODKHOCTh TJIABHOTO OyXTranrepa.
15 suBaps 2007 1. OHa yIUIa B €XKETOMHBIN OIJIAYMBAEMBIM OTIYCK Ha 28
KaJeHJapHbIX JHEW MW €lle Ha S5 KaJIeHJApHbIX JHEH JONOJHUTEIHHOTO
OIIJIAYMBAEMOT0 OTITYCKa 32 HEHOPMHUPOBAHHBIM paboUHii 1E€HB.

15 ¢erpans 2012 r. oHa yiuia B OTITYCK MO YXOJy 32 peOSHKOM JI0 JOCTHXKECHUS UM
1,5 ner. (newn poxknenus pedbenka — 02 qexadps 2011 r.)

Ona yBonunach 19 ampenst 2016 r. B CBsI3H C epee3 oM MO0 MECTY CIIY>KOBI MyXKa.
[locumTaiiTe, 3a Kakoe KOJHMYECTBO JHEH HEHCIOIb30BAaHHOTO OTIYyCKa el
TI0JIO’KEHA KOMITEHCAITHSI.

3anoxanTe Tabenb ee pabouero BpemeHu 3a ¢espanb 2016 r. mpu yciaoBuu, 9to 12-
18 ¢eBpans ona Obuia Ha OOMBHMYHOM, a 24-25 Opana OTIyCcK 0€3 COXpaHEHUS
3apabOTHOM TIJIATHI.

3aganue 25.

8 nmexabps 2006 r. Caduna Payza MuHranueBHa 3aKiiouniia TpyIOBOH JOrOBOP C
MYHHIWTATBHBIM ~ TIpeAnpusiTueM «l opoickoe XO3SHCTBO» HAa  JOIKHOCTD
O3EJICHUTEIS.

30 mas 2007 roma oHa Obljia epeBeieHa Ha TOJKHOCTL OpUragupa 03elIeHUTENeH.
02 wosOpss 2007 r. OoHa ymia B €XKETOMHBIH OIUIaYMBAEMBIM OTIycK Ha 20
KaJeHAapHBIX JHEH.

15 despans 2008 r. eii ucnonamuaock 30 JIeT ¥ ee MOOIIPIIIN IICHHBIM MTOapKOM
raxmMaTami.

08 cenTs0ps 2010 1. OHA yIIIIa B OTITYCK IO YXOY 32 peOSHKOM JI0 TOCTIKCHHS UM
1,5 ner. (nenpb poxxaenus pedbenka — 29 utons 2010 r.)

Ona yBonunack no c1.83 1.3 29 mag 2016 r. Ilocuuraiite, 32 Kakoe KOJIMYECTBO
JHEH HeHCIOJIb30BAaHHOT'O OTIIYCKA € M10JI0KEHa KOMIICHCAIHSL.




3amonuute Tabens ee paboyero Bpemenu 3a MapT 2016 r. pu yciosuu, uro 15-18
MapTa oHa Obl1a Ha O0bHIYHOM, a 30 1 31 MapTa paboTaja cBepXypodHO 1o 2 Jyaca
B JICHb.

3ananue 26.

KamanueBa Anna BacmibeBra Obuta mpuasaT B OO0 «Cranmapt» 15 oxtsaops 2007
T. Ha JJOJDKHOCTH MPONHUTYHKA KapaHAAIIHbIX JOIICUeK.

01 cents6ps 2008 1. ona ObUTa TIEpeBeIcHa Ha JODKHOCTE OpUragrpa IPOIMHTINKOB
IITIOHA.

23 okTs0ps 2009 r. eii 00BIBMIIM OJIAaTOAAPHOCTH 3a TOOPOCOBECTHBIN TPY/IL.

1 urons 2010 r. oHa ymuia B €XeroiHbli OCHOBHOW OIUIAYMBAaeMBbIi OTIYyCK Ha 14
JHEH.

18 mexabps 2012 1. oHa ynuia B OTIYCK 110 YXOIy 32 P€OSHKOM JI0 JOCTIKEHUS UM
1,5 net. (neHp poxaeHus pedeHka — 29 centsops 2012 r.)

09 cenrsaops 2015 r. oma yBommmace mo cr.81 m.5. Ilocuwmraiite, 3a Kakoe
KOJIMYECTBO Hel HEeHCIOIb30BAaHHOTO OTITyCKa e TOJI0XKeHa KOMIIEHCAIIHS.
3amonHuTe Tabeh ee pabouero Bpemenu 3a Mait 2015 r. npu yciaoBum, uto ¢ 25 1o
31 mas paboTaiia CBEpXypO4HO 10 2 yaca B JICHb.

3ananue 27.

SAxumenko Mpuna AnekceeBHa Obuia npusaT B OO0 «CapaTtoBanepro» 17 mapta
2002 r. na TOL-15 Ha NOMKHOCTH 3JIEKTPOMOHTEpa-peICIINKa.

29 utons 2005 r. oHa OblIa IepeBeicHa Ha TOJHKHOCTh CTAPIIEro 3JEKTPOMOHTEPa
B CBSI3H C PaCIIMPEHUEM ACATEILHOCTH.

11 HOs16pst 2006 TOMA eif OOBSIBIIN OIAroAapHOCTH 32 TOOPOCOBECTHOE
OTHOUICHHUE K TPYAY.

10 deBpans 2008 r. oHa yIIUIa B ©KETOAHBII OCHOBHOM OIUTAYMBACMbIH OTIYCK Ha
14 nueli u eme 4 1HA B3si1a 3a CBOM CUET.

03 urons 2013 r. oHa yIIIa B OTIYCK IO YXOy 32 PEOCHKOM JI0 TOCTIDKEHUS UM
1,5 ner. (nenb poxxaeHus pebenka — 27 mapra 2013 1.)

30 utons 2015 r. ona yBosieHa 1o m.6a ct.81 TK P®. [Tocuwnraiite, 3a kakoe
KOJINYECTBO JHEH HEUCIIOJIb30BAHHOTO OTITYCKa €My IOJIOKeHa KOMIIEHCALIUSI.
3anonHuTe Tabens ee pabodero BpeMenu 3a amnpeib 2015 r. mpu ycinoBuu, 4to ¢
03-10 ampesnst ona 6osiena, 25 u 31 mas nporyssiia.

3ananue 28.

Muxaitnosa Spocnasa CepreeBHa npuHsTa B 1adopatoputo Ne 3 3A0 «Daken» Ha
JIOJDKHOCTH JTabopanTa 7 ampeins 2006 r.

14 nexabps TOro e roja oHa OblIa epeBeieH Ha IOJDKHOCTh CTapLIero
nabopaHTa B CBS3H C MOBBIIICHUEM KBATH(DUKAIIH.

23 mas 2008 rox oHa ynuta B OTHYCK, B3SB HEHCIIOIB30BAHHBIN €KETOTHBIA OTITyCK
3a IpoLUIEIN rof (28 KaneHJapHbIX AHEH) U emle 15 KaneHAapHbIX THEeH OTIyCcKa 3a
TEKYLIUH ro.

11 mapra 2013 1. oHa ynuia B OTHYCK IO YXOJY 32 peOCHKOM JI0 JOCTHIKEHHS MM
1,5 net. (nens poxaenus pedenka — 07 suBaps 2013 1.)

30 mas 2016 r. ee yBonuiM 3a HapyllleHUe oxpaHsl Tpyaa. [locuunTaiire, 3a kakoe
KOJMYECTBO JHEH HEMCIIOIb30BAHHOTO OTITYCKa €l MOJI0)KeHa KOMIIEHCAITHSI.
3anoxauTe Tabens ee pabouyero Bpemenu 3a mait 2016 r. mpu ycinoBun, uto ¢ 17 u
21 mas oHa yxoauia ¢ paboThl Ha 3 yaca paHbILe.

3ananue 29.

KunsitkoBa Anactacust BuktopoBHa noctynun Ha padoty 17 mas 2007 r. B 3A0
«KHura» Ha TOMHKHOCTD HAYYHOTO PEAAKTOPA.

12 ampens 2008 r. oHa ObLIa TEpeBeAcHA HA JOJDKHOCTH PENAaKTOpa B CBS3U C
COKpalllEHUEM IITAaTa.

C 13 urons 2008 r. oHa HaXOAMJIACh B €KETOJJHOM OIJIaUMBAEMOM OTITYCKE: KpOMeE
TTOJIOXKEHHBIX 28 KaJeHIapHBIX JHEH, oHa B3s1a 10 KalleHIapHBIX THEH OTITyCKa He
HCIIOJIb30BaHHOTO B IIPOIIOM IOy U €lle 3 HS €XEroJHOI0 JIONOJIHUTENBHOIO
OIJIAYMBAEMOT0 OTITYCKa.

20 uronst 2012 1. oHa ynuia B OTIYCK IO YXOJy 32 peOSCHKOM J0 TOCTHXKECHUS UM 3
neT. (meHp poxaeHus pedenka — 08 anpens 2012 1.)




28 mas 2016 r.oma ObUla yBOJEHA 3a pasMalllecHHE KOMMEpPYECKOW TaifHBI.
ITocuuraiiTe, 3a Kako€ KOJWYECTBO JHEW HEHUCIIOJb30BAHHOIO OTIIyCKa €My
I0JIO’KEHA KOMITEHC AU

3amonHuTe TabeIh ee pabouero BpeMeHu 3a sHBapb 2016 r. npu ycnoBud, uto ¢ 17
u 21 mast oHa yxoamia ¢ paboThI Ha 3 yaca Mmo3xe.

3ananue 30.

CocraBpTe BCE HEOOXOIUMBIC JOKYMEHTBHI, COINPOBOXXIAIOIIUE TPYAOBYIO
JeSITeTbHOCTh paOOTHUKA B COOTBETCTBHUH C MpeIoKeHHON curyanueil. [laBmosa
Jlapuca AnekceeBHa npuHsaTa Ha paboTy B OO0 «/lekaOpucT» Ha JOTKHOCTH Ouc-
MeHemkepa 16 mapra 2004 r.

11 HO6pst 2006 T. OHA TIEpEeBeIeHa Ha IOJDKHOCTH MEHE[Kepa 110 TIPOCKTY.

31 mas 2010 r. ee HarpaJWId IMOYETHOM I'paMOTOM B CBSI3UM C TOJIYYEHHEM
KOMITaHHUEU

roCyJapCTBEHHOIO 3aKa3a.

Ona ynurta B eXeroAelil ormiaunBaeMbii oTmyck 07 oktsops 2011 r. ma 28
KaJeHAapHbIX JHEH.

15 mast 2013 r. oHa yIuIa B OTITYCK MO YXOy 32 peOCHKOM JI0 TOCTHXKEHUS UM 1,5
neT. (neHb poxaeHus pederka — 02 maprta 2013 1.)

5 nexabps 2015 r. ona yBommiack 1o c1.77 n.1 TK P®. Ilocuuraiite, 3a kakoe
KOJIMYECTBO JHEH HEUCIIOIL30BAHHOTO OTITYCKa € MOJI0KEeHa KOMIICHCAIHS.
3anoxauTe Tabenb ee padodyero BpeMeHu 3a utoHb 2015 1. ipu ycnosuu, uro 08-09
HIOHA OHA paboTaja CBepXypOdHO, a ¢ 26 WIOHA yexalia B KOMaHIUPOBKY Ha 4 TTHS.

6.5. OueHo4Hble MaTepUAJIbI 1JIS1 IPOMEKYTOYHOM aTTecTaluu

DoHJ BONPOCOB /IS IPOBEICHHUS MPOMEKYTOYHOI0 KOHTPOJIsi B (hopme 3auera

Pa3aesa nucuunanHbI

Bonpocsl

Paznen 1. JlemoBeie
KOMMYHUKAIHH

1. Bwuasl 1e10BBIX KOMMYHUKAITUH

2. BHemHue u BHyTpeHHHE KOMMYHHKAIIUU

3. Brnusaue BHemHe# cpenbl HA KOMMYHHUKAIIMOHHBIE TIPOIIECCHI B
OpraHu3aIu

Oransl KOMMYHHKAIIMOHHOTO TPoIecca

DeMeHTbl KOMMYHHUKALIMOHHOTO ITpolecca

®opmanbHbIE KOMMYHUKAIMH B OM3HEC-Cpeie

HedopmanbHble KOMMYHUKALMU B OpraHU3aluu

CrniocoObl HeBepOATbHBIX KOMMYHHUKAIIUH
KoMMyHHKaIIMOHHBIE CTHIIN

0. IlpaBmna > PeKTHBHBIX KOMMYHHKAITHNA

1. PoneBoif acrieKT B KOMMYHHUKAIIHSIX

12. Ponb nHpOpMaHKH B KOMMYHHKAITMOHHOM ITPOIIECCe

13. KoMMyHMKaluy ¥ SMOLIMOHATIBHBIN HHTEIIEKT

14. TleperoBopsl kak opMa JAETOBBIX KOMMYHHUKALIUN

15. OcobenHoctu TeneOHHBIX IEPETOBOPOB

16. Bwuas! BorpocoB. [IpaBuina a3 GpexTHBHOM paboTHI C BOIPOCaMu
17. KopnopaTuBHBIH CTHIIb

18. TloaroTroBka K BHICTYIIIICHHUIO

19. Dranbl BEICTYIUICHUS

20. Bunpl 1 mpaBuiia 0OpaTHOM CBSI3U B JIETIOBOM KOMMYHHUKAITUU
21. TloxroroBka u MpoOBEAECHHUE MTPE3CHTALIH

22. BepTukanbpHble, TOPU30HTAJIbHBIE, IUArOHAIbHBIE KOMMYHUKALIUU
23. KommyHukanuonHast pyHKIUS caiiTa KOMIAHUN

24. CuryalmOHHOE IPUMEHEHHE KOMMYHHUKAIIMOHHBIX CTHJIECH

25. DneMeHThl KOHCTPYKTUBHOM KOMMYHHUKAIH

26. TexHMKa aKTHBHOTO CITYIIaHUS

27. Vcnonp3oBaHuE ayAHalbHBIX U BU3yalIbHbBIX A3(PPEKTOB B IPE3ECHTAIIUN
28. Bunpl kaHAIOB IPSIMOM M OOPAaTHOM CBSI3U
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29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.

JInHeHbIE U HETUHEWHBIE MOJIETIM KOMMYHUKALUH.
IToaroroBka J€10BBIX IEPETOBOPOB

ITonseneHne UTOroB AEOBBIX IEPETOBOPOB
Knaccudukanus 3ppekroB KOMMyHUKAITAN
Mertonbl popMHUpOBaHUS KOMMYHUKAITMOHHBIX CETEH
XapaKkTepuCTUKU KOMMYHUKALIMOHHBIX CETEN
MexKyJIbTypHBIE 1€T0OBbIE KOMMYHUKAIUU
YnpasneHue KOHPIUKTOM

Ortarbl pa3BUTHUS KOH(DIUKTA

JIMYHOCTHBIE aCTIEKTHI JETOBBIX KOMMYHHUKALIUI
MexXIMYHOCTHBIE 1€TI0BbIE KOMMYHHUKAIIUN
CTpyKTYpHBIEC METOJIbI YIIPABICHUS KOHPIUKTOM

Paznen 2. JlokymMeHT0000
poT

oML E

10.
11.

12.
13.

14.

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.

30.

DJEeKTPOHHBIN JOKYMEHTOOOOPOT: CYIIHOCTh, MPOOIEMBI

MexmyHapOoIHBIA JOKYMEHTO000poT. IIpodaemMbl mpaBOBOTO peryIupoBaHUs
CucTeMsl 3JIEKTPOHHOTO JOKyMEHTO000pOoTa

ONeKTpOHHBIN JOKYMEHTOO00POT: POoOIeMBbl BHEAPEHUS

3akoH «O0 31MeKTPOHHOM TU(POBOI MOATTHCH

HTatHoe pacnucanue, CTpyKTypa U IITaTHAS! YUCIIEHHOCTD, IIOPSAIOK
pa3paboTku. MeTOIMKHM onpeieIeHuUs] INTATHOW YUCIICHHOCTH KaJPOBBIX
cityx0.

Kax momxeH ObITh OpraHN30BaH BOWHCKUHN YUET B OPTaHU3AINAX ?

[Nopsimox opranu3anuy paboThl ¢ KOHGHUASHIIMATBHOM (CEKPETHOM)
JIOKyMeHTaInuel. XpaHeHue, nepeaada, yHU4TO)KeHHE TOKYMEHTOB
BsaumoneiicTBue ciyx0bl KaAPOB CO CTPYKTYPHBIMH NOAPA3ICTICHUIMHI
OpraHu3aluu

PernamenTHpytomiye U cONpoBOXKIAAIOIINE JOKYMEHTHI B KaJJpOBOH cIIyk0e.
JloKyMeHTHI, IpebsIBIIsieMble ITpH TipuéMe Ha padoTy. JJokymeHTHpoBaHue
MIPOXOKACHUS UCIIBITATEIBHOTO CPOKA.

[lonsTre, MOPSIOK ¥ BHUIBI IEPEBOJOB HA APYTYIO JOHKHOCTD.
[NocnenoBaTensHOCTh JOKYMEHTOB, 0(hOpMIISIEMbIX TIPH YBOJIbHEHUH. [Topsimok
BEJICHUS 3aMMCell B TPYIOBOM KHMKKE MPH ABMKECHUN KaJIPOB.
JucuunauHapHble MPOCTYIKH, OPSIOK (PUKCUPOBaHUs, 0(pOpMIICHUS
B3bIcKaHusl. [Topsaok JOKyMEHTUPOBAHHS

[loaroroBka aen kK apxMBHOMY XpaHeHHI0.OpraHu3anys nepejadu J0KyMEHTOB
Ui XpaHeHus! B apxuB. OpraHusanusi ONEpaTHUBHOTO XPaHEHUs] JTOKYMEHTOB
KaJIpOBOH CITy»OBbI.

Bune! paboT 1 ux perinaMeHTanus B CUCTEME JOKYMEHTAIIMOHHOTO
o0ecriedeHust esITeIbHOCTH KaIpOBOH CITyKOBI

Oprasu3aoHHO-TIPaBOBbIE JOKYMEHTHI OPTaHU3aLMH, PETJIaMEHTHPYIOLIHIE
JEeSTENbHOCTD KaJpPOBOH CITY>KOBI

Kommnekc 1okymMeHTOB 110 0(hOpMIIEHHIO ITEpeBOIa Ha IPYTyIo padoTy.
Kommiekc 1okyMeHTOB 110 0(hOpMIIEHUIO YBOJIBHEHUS.

Kommnekc 1okyMeHTOB 1o 0(pOpMIIEHUIO OTITYCKOB.

Kommnekc 1okymMeHTOB 110 0popMIIEHHI0 KOMaHIUPOBOK.

Kommnekc 1okyMeHTOB 110 0pOpPMIIEHHUIO aTTECTALIH.

Kommekc 1okyMeHTOB 110 0(hOpMIICHHIO TOOIIPEHUH U B3bICKaHUI

Pabota ¢ mepcoHaIbHBIMU TaHHBIMU PAOOTHUKOB. OCHOBHBIC TTOHSITHSI.
HopmatuBHBIE aKkThl, periaMeHTHPYIOLIHE PadoTy C MEPCOHANBHBIMU
JAHHBIMHU.

[opsimok cornacoBanusi JokyMeHToB. OdopMiieHre BHEITHETO W BHYTPEHHETO
COTJIACOBAHMS

TexHndyeckoe  TOKYMEHTHpOBaHHE. Buapl  KOMIUIEKCOB — TEXHMUYECKOM
JOKYMEHTAIIHU.

danbcudukaus AOKYMEHTOB: BUABI (albCU(UKALMU, HCTOPUSA IMOICIOK.
Cocrasnenue u opopMIICHHE ONTUCEH JIe.

JIOKyMEHTHpOBaHUE CO3/1aHUs, PEOPTaHU3aLMU U JIMKBUIALIUH KOMMEPUYECKOM
OpraHu3aluu

Ocobennoctu XpaHEeHUs HEBOCTPEOOBaHHBIX MOJUTMHHUKOB
noKkyMeHTOB.OcoOeHHOCTH XpaHeHus poTorpaduid.

Kanposble cripaBouHO-MH(OPMAIIMOHHbIE KAPTOTEKU M paboTa 110 HUM.




31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

Hcnonb3oBaHne MOKYMEHTOB apXuBa KaJpOBOHM CIIy>KOBI: HOPSIOK BBIAAYH
apXUBHBIX CIIPABOK, APXUBHBIX KOIIMH, apXUBHBIX BBIIUCOK;

Onenka (hakTUUECKOTO COCTOSHUS KaJpOBOHW JOKYMEHTAIMU U MPaBHILHOCTH
BEJICHUSI KaJpPOBOTO JEJOMPOU3BOJACTBA (BHYTPEHHUH KaJAPOBBIA ayJIHT).
TunoBoil maH ayauTa KaJpoBOIo JEIONPOU3BOICTBA.

OJEeKTPOHHBIC apXMUBbI M JOKYMEHTHI. [IpMHIMIBI U KPUTEPUN BPEMEHH, MECTA
oOpa3oBaHus U 0TOOpa JokyMeHTOB Tipu D11/1.

Buns! norosopos, 3akiIr04aeMbIX IPYU BHEAPEHUH U peaTu3alyy JIEKTPOHHOIO
TIOKYMEHTO000pOTA.

OnpeneneHne CpPOKOB XpaHEHMsS W OpraHu3alsl TEKYIIEero XpaHEeHHA
JIOKYMEHTOB IIEPETOBOPOB, COBELIAHUN U 3aCEJaHUMN.

Hcnonp3oBaHne TEXHUYECKHX CPEICTB B  IIEPETOBOPHOM  IIPOLIECCE:
ayJIMOJIOKyMEHTHUPOBAHHE, BHUJICOJJOKYMEHTHPOBaHHE,
(dhoTtogokymeHTupoBanue. [IpaBoBoii aclieKT.

OCOoOEHHOCTH MPOTOKOJIBHBIX MEPONPUATHHA NPH MPOBEIECHUH IIEPETOBOPOB.
OTHKET AETIOBBIX IEPETOBOPOB.

CokpalieHue miTata KOMIIAHUM KakK BUJ MPOEKTHON NEATENbHOCTU. DTambl U
JOKYMEHTAIIMOHHOE o0ecriedeHne pador.

CocTaB [NOKYMEHTAllUM Ha 3Talle BBIMOJIHEHHS MPOEKTA: OPraHu3alMOHHO-
MpaBoBasi JOKyMEHTalus; (PMHAHCOBAas JOKYMEHTAIMs, HAyYHO-TEXHHUYCCKAs
JOKYMEHTAIIHS; OPrIpOEKTHAs JOKYMEHTAIHSL.

JIOKyMEeHTBI, OTpaXkaromue X0l padoThl MO MPOEKTY: MPOTOKOJBl U PEIICHHS
[IPOM3BOJCTBEHHBIX COBEIIAHHI, TPOMEXYTOUHbIE HH(POPMALIMOHHBIE OTYETHI O
XO/I€ BBIITOJTHEHHSI TPOEKTA, eperrcKa.

Obecneuenne Ge3omacHocTH | 3amuTa gokymentoB Microsoft Office Word.
Cuctema 3amuThl HHGOPMALIUH

NudopmanmoHHble pUcKH (0OMacHOCTh BO3HUKHOBEHUS YOBITKOB MJIH yIepOa B
pe3yJbTaTe MpuMeHeHUs1 HH)OPMAIIMOHHBIX TexHonorui, U T-puckn).
[onsatust «uHOpMaIMS», «aBTOMATU3UPOBAHHBIE APXUBHBIC TEXHOJIOTHI»,
«aBTOMAaTH3alMs M MEXaHW3alusi apxXUBHOTO JeNlay; «WH(POpMAaTH3aAIHS
ApXUBHOTO JIENIay.

3HavyeHrne MHGOPMATU3ALMK apXUBHOTO Jiela Ha COBpeMeHHOM dtame. Llenn,
HaNpaBJICHUs ¥ TPUHIUIBI HTH)OPMATH3aLUH.

OCHOBHbIE  PAa3sHOBUIHOCTH CHUCTEMHBIX M  MNPHUKIATHBIX  IPOTpamm,
MPUMEHSIEMBIX B apXUBHOM JIEJIE.

6.6. lIkaabl 1 KPUTEPHH OLEHUBAHHUS N0 (pOPMaM TeKYLIero KOHTPOJISA U NPOMEKYTOYHOM

aTrecTanuu
IlxaJjia 1 KpUTEPUU OLCHUBAHUSI
Ouenka Kpurepun oueHnBaHus 1J1s1 MEPONPUATHH KOHTPOJIS €
NpHUMeHeHHeM 2-X 0a/17IbHOM CHCTeMbI
«324TEHO» YK-4

«HE€ 3aYTCHO»

Pe3ynbrarel 00y4ueHus: He chOpMHUPOBAHBI HA IOPOTOBOM YPOBHE




